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Setting Up
the HP OfficeJet
for Your Office

Refer to this chapter for more details about setting up the
HP OfficeJet in your office than are provided in the
Ready, Setup, Gaard. Perform each step in sequence.
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Make Sure Everything Is in the BoX.........c....ceuu. 1-2

* If you don’t have a CD-ROM disc drive................... 1-2
1. Load the Paper/Document Tray .........cccceevevennnnn. 1-3
2. Plug in the Fax/Phone Line Connector............. 1-3
3. Connect the Cables.........cccocoviieiiiii e, 1-4
4. Insert the Print Cartridges........cccooevvvviiiiiiiinnennnns 1-4
5. Load the Paper SUpply ......coovveeiiiieeiieiiciieeeeeeens 1-5
6. Connect Your

Office Equipment - REQUIRED! .................... 1-7

* What should you connect?.............ccoooeeiiiiiiiiiinnnen. 1-7

* How should you connect? ............ccccviee e, 1-10
7. Install the Software - REQUIRED! ................. 1-23
8. Make Sure Everything Works Properly ........... 1-24

e ReCeIVe afaX ...oooiviiiiii i 1-25

* Print @ rePort.....ocovviiie e 1-25

* MaKE @ COPY .vvveiiiieiiiiie e 1-25

e Scan a page to your COMPULEr.......c.ceevvvrveeinneeennnnnn. 1-25

WHat'S NeXE? .. 1-26



Check to make sure you have everything that’'s shown and listed
below.

a) HP OfficeJet Series 500 g) OmniPage LE Optical Charater
Recognition (OCR)
documentation

h) Carrier Sheets

b) Bidirectional parallel cable
c) Paper/Document loading tray

d) HP OfficeJet Series 500 (for faxing, copying, and
software on compact disk (CD- scanning smaller-than-standard-
ROM) sized documents and for

e) HP OfficeJet Series 500 Ready, protecting photos)

Setup, GaCard i) Fax/Phone line connector with

f) Warranty statement attached phone cord

j) Black and color print cartridges

If you don’'t have a CD-ROM disc drive

Please call the HP OfficeJet Fulfillment Center at 1-888-HPDISKS
(1-888-473-4757) to receive the software on 3.5-inch floppy diskettes
by overnight mail.



Perform each step in sequence:
All steps are required!

1.

dn Bumes T

This is easiest to do when you are standing directly over the HP
OfficeJet with the front facing you. The tray fits into the back of the
HP OfficeJet near the top as shown.

(] =—
Paper/Document g 91,777
Tray

(7

A 4

After proper

/ tray placement
Bottom tab J

Guide

e Hold the sides of thpaper/document tragnd insert thé&ottom
tabsinto theguidesas shown.

e The tray should click into place. Refer to the above inset drawing
for how it should look after proper placement.

This is easiest to do when you're facing the back of the HP OfficeJet.

¢ Insert the fax/phone line connector into its
housing area on the back of the HP Office-
Jet. Press it firmly into place. (Once in
place, it's difficult to remove.)

e Plug the loose end of the phone cord into
the telephone wall jack you'll be using for
your fax number.




Important:You must attach the enclosed bidirectional parallel cable
from the HP OfficeJet to your computer. If you don’t, the OfficeJet
won't work.

For safety, turn off your computer before connecting the cables.

Connect the
notched enaf the
bidirectional paral-
lel cable firmly to
thecable porton
the back of the HP
OfficeJet. Snap
both metal clips
into the notches on
the connector.

Cable port

Notched end

Plug the other end of cable

of the cable into thparallel (LPT1) poron the back of your
computer. Tighten the connector’s screws.

Plug the HP OfficeJet’'s power cable intgraunded outlet

After you plugged in the power, the HP OfficeJet powered up
automatically. Note that the display on the keypad will read, “See
instructions to print demo” until after you install the software in
Step 7.

Wait until the HP OfficeJet finishes making start-up noises (about

10 seconds), then open theverof the HP OfficeJet. The empty
print cartridge holdewill move into view.

Cover




e Remove thélackprint cartridge from its packaging.
Holding the blue top of the cartridge, gently remove
both pieces of tape - clear blue and solid white -

covering the ink nozzles and vent hole. (If you don’t
remove the white tape, the ink cartridge will be
depleted prematurely.)

Be carefulnot to touch the ink nozzles or the copper
contacts; fingerprints may damage them.
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e Next, place the
blackprint cartridge
into theleft
cartridge holdeas
shown:

1) First slide in the «
bottom until it
clicks into place.

2) Then push the
top forward until
the cartridge snap:
into place.

e Remove theolor print cartidge box from its packaging. Peel off
the clear blue tape covering the ink nozzles, then placeoibe
print cartridge into theight cartridge holdeand push it forward
until it snaps into place. Again, try not to touch the ink nozzles or
copper contacts.

e Close the HP Officedet’s cover.

Note:If the print cartidge holder moves out of sight before you finish
inserting both print cartridges, close the cover all the way, then open
it again; the holder will come back into view. To prevent ink drying
and clogging the nozzles, the holder will return to the parked position
after a few minutes.



S.

Now it's time to load blank paper into the paper supply tray. First, a
quick description of the three parts of the paper/document tray:

/ Paper supply trayUse this tray to load
blank paper or a stack of

@» B, envelopes.

- f Single-envelope trayUse this tray to
[P print on a single envelope.
r

Document loading trayUse this tray

to load your original documents print-

side away from you and top-down for
faxing, copying, and

oo S| scanning.

e Pull the frontdocument loading traforward all the way.

Document
loading tray

Paper supply tray
Paper guide

e Thepaper supply trais factory set for letter- and legal-size paper.
If necessary, adjust timper guidedy pinching and sliding
them.

1/2-inch-thick stack)
into thepaper supply
tray. Make sure the
stack of paper fits
behind thestack
guideson the lower
part of the tray as
shown. Load sheets
with the print siddac-
ing toward you.

e Push the frontdlocument loading tralpackward until it rests
against the paper tray.

Note:Refer to Chapter 6 for detailed instructions on loading enve-
lopes and other special paper/media types.



REQUIRED!

When you were installing the
fax/phone line connector in
Step 2, you may have notice(|/=—=
that two of the ports on the
back of the connector were
labelled, “To Phone, Answer-
ing Machine, or Modem.”

That means that either one o
these ports can be used to c«
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nect any of these t_hree types Connect other
devices you have in your equipment to either
office; the two ports are inter- of these two ports.
changeable.

Remove the plugs from the two porti.they’re stuck, use theép of
your pen to pry them out.) Then refer to the following instructions to
connect your other equipment.

What should you connect?

Based on your particular office equipment and the number of tele-
phone lines you have,dhe’s onlyONE optimum way to connect.

Please answer the questions in the following table, circle your
answers, then look up the appropriate setup scenario in the following
“How should you connect?” section.



Read these questions:

Circle your answers:

O oo you subscribe to a distinctive ring
service through your telephone company
the same phone line to which you conneg
your HP OfficeJet (in Step 3)?

(This telephone service, which is unavailagl

in many areas, allows you to have 2 or 3
phone numbers on the same phone line.
number has a ring with a different pattern
you can tell the dierence between incomir
calls.)

Circle A or B below, then read
at to do next.
.dNo, | c_ion’t have a distinctive
fing service.
Continue with question 2.

.eYes, | have a distinctive ring
< ice.

u don't need to answer any
ore questions; skip directly tg
hared line with distinctive

ring” later in this chapter for
connection instructions.

N

@ Is the HP OfficeJet connected to a
separate phone line that's dedicated to s¢
ing andreceivng your fax calls (no voice
calls received)?

Circle C or D below, then read
Lyhat to do next.

C. Yes, the OfficeJet will be
connected to a dedicated line.
Skip to question 4.

D. No, the OfficeJet will be
connected to a shared phone |
that receives both fax and voic
calls.

Continue with question 3.

® Dpo you use an answering machine or G

voicemail feature in your computer to ans
voice calls on your shared phone line?

ircle E, F, or G below, then
[G@ntinue with question 4.

F. 1 use a voicemail feature in n
computer.

G. | neither use an answering
machine nor a voicemail
feature in my computer.

E. | use an answering machine.

ny

O po you have a modem - either interng
your computer or an external box - on the

same phone line you'll be using for the H 3

OfficeJet?

(If you're not sure if you have a modem, re[s

to the following section, “How to tell if yoy
have a modem,” before answering this qu
tion.)

ﬁj{cle H, 1, or J below. Then
reter to “How should you

onnect?” to match all of your
responses in this column to the
right setup scenario.

.r Yes, | have a modem inside
Ry computer.

I. Yes, | have a modem that’s &
external box.

J. No, I don’t have any kind of
modem.

h

AN




How to tell if you have a modem

If you answer “Yes” to any of the following questions, then you have:
a modem. Do you:

a. Send/receive faxes directly to/from your computer programs?

b. Use electronic mail (e-mail) on your computer?

c. Access the Internet or the World Wide Web from your computer?
d. Transfer data from/to other computers?

How tell if your modem is inside your computer or an

external box

If your modem isnside your computethen you'll have a phone cord
connected to the back of your computer and going to a wall jack.

If your modem is amexternal boxone phone cord will be connected
from the back of your computer to the box, and another phone cord
will go from the box to a wall jack.

How should you connect?

Write down all of your responses to the questions in “What should
you connect?,” therefer to the appropriate setup carsgicated

below. For example, if you answered “A” to question 1, “D” to ques-
tion 2, “E” to question 3, and “H” to question 4, look up “ADEH.”

15
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For responses:| Refer to this section for connection instructions:

ACJ “Dedicated line”

ACH “Dedicated line with a PC-modem”

ACI “Dedicated line with external modem”

ADGJ “Shared line”
ADGH “Shared line with a PC-modem”

ADGI “Shared line with an external modem”

ADEJ “Shared line with answering machine”

ADFJ “Shared line with computer voicemail”
ADEH “Shared line with PC-modem & answering machine”
ADFH “Shared line, PC-modem, computer voicemail”

ADEI “Shared line with external modem and answering machjne”
ADFI “Shared line with external modem and computer voicemail”
B “Shared line with distinctive ring”




Dedicated line (Case ACJ)

If in Step 2 you connected the HP OfficeJet to a dedicated phone line
(no voice calls received) that has no other office equipment connected
to it, then use this connection diagram.

®

Phone optional, . Telephone
but recommended wall jack

e Connect your phone to the HP OfficeJetConnect the cord from
your phone to either of the two ports on the back of the HP Office-
Jet labelled, “To Phone, Answering Machine, or Modem.”

The benefits of connecting a phone in this situation are 1) For the
convenience of having a phone close by to make outgoing voice

calls, and 2) In case you need to send a fax (press START) after

calling someone who must receive their faxes manually.

e After you install the software in Step 7, and answer the Setup
Wizard questions for this connection case, here’s how you'll auto-
matically receive faxes with the HP OfficeJ@bur fax line will
ring once, then the HP OfficeJet will answer and begin emitting fax
tones to the sending machine.

e Continue with Step 7, “Install the Software - REQUIRED!”

Dedicated line with a PC-modem (Case ACH)

If in Step 2 you connected the HP OfficeJet to a dedicated phone line
(no voice calls received) that also has a PC-modem connected to it,
then use this connection diagram.

®

Phone optional, PC with Telephone
but recommended wall jack

internal modem



e Connect your PC-modem to the HP OfficeJetrind the phone
cord that goes from the back of your computer (your PC-modem)}=
to a wall jack. Disconnect the cord from the wall jack and plug/it ¢
into either of the two ports on the back of the HP OfficeJet
labelled, “To Phone, Answering Machine, or Modem.”

Important:If your PC-modem’s software is set to automatically.
receive faxes to your computer, turn off that setting; if you don’t, ©
your HP OfficeJet will not be able to receive faxes properly.

e Connect your phone to the HP OfficeJetConnect the cord from
your phone to either of the two ports on the back of the HP Office-
Jet labelled, “To Phone, Answering Machine, or Modem.”

The benefits of connecting a phone in this situation are 1) For the
convenience of having a phone close by to make outgoing voice

calls, and 2) In case you need to send a fax (press START) after
calling someone who must receive their faxes manually.

e After you install the software in Step 7, and answer the Setup
Wizard questions for this connection case, here’s how you'll auto-
matically receive faxes with the HP OfficeJebur fax line will
ring once, then the HP OfficeJet will answer and begin emitting fax
tones to the sending machine.

e Continue with Step 7, “Install the Software - REQUIRED!”
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Dedicated line with external modem (ACI)

If in Step 2 you connected the HP OfficeJet to a dedicated phone line
(no voice calls received) that also has an external modem connected
to it, then use this connection diagram.

O,

Phone optional, External ‘ Telephone
but recommended modem wall jack

e Connect your external modem to the HP OfficeJetind the
phone cord that goes from the back of your external modem to a
wall jack. Disconnect the cord from the wall jack and plug it into
either of the two ports on the back of the HP OfficeJet labelled,
“To Phone, Answering Machine, or Modem.”



Important:If your external modem’s software is set to automati-
cally receive faxes to your computer, turn off that setting; if you
don’t, your HP OfficeJet will not be able to receive faxes prop-
erly.

Connect your phone to the HP OfficeJetConnect the cord from
your phone to either of the two ports on the back of the HP Office-
Jet labelled, “To Phone, Answering Machine, or Modem.”

The benefits of connecting a phone in this situation are 1) For the
convenience of having a phone close by to make outgoing voice

calls, and 2) In case you need to send a fax (press START) after

calling someone who must receive their faxes manually.

After you install the software in Step 7, and answer the Setup
Wizard questions for this connection case, here’s how you'll auto-
matically receive faxes with the HP OfficeJebur fax line will

ring once, then the HP OfficeJet will answer and begin emitting fax
tones to the sending machine.

Continue with Step 7, “Install the Software - REQUIRED!”

Shared line (Case ADGJ)

If in Step 2 you connected the HP OfficeJet to a shared phone line
(receives both voice and fax calls) that has no other office equipment
connected to it, then use this connection diagram.

®

Phone optional, _ Telephone
but recommended wall jack

Connect your phone to the HP OfficeJetConnect the cord from
your phone to either of the two ports on the back of the HP Office-
Jet labelled, “To Phone, Answering Machine, or Modem.”

The main benefits of connecting a phone in this situation are 1)
For the convenience of having a phone close to the HP OfficeJet
so that you can reach the START button when you receive faxes
manually, and 2) In case you need to send a fax (press START)
while having a conversation with someone who must receive their
faxes manually.

Because you don’t have an answering machine or computer voice-
mail on this phone line, you'll need teceive faxes manually



the HP OfficeJet will NOT answer incoming calls automaticallyz
To receive a fax manually: When the phone rings, pick it up and
listen for fax tones; if your hear fax tones, press the START button
on the HP OfficeJet, then hang up the phondrefer to “Manually
receiving faxes” in Chapter 3 for more information.

e Continue with Step 7, “Install the Software - REQUIRED!”
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Shared line with a PC-modem (Case ADGH)

If in Step 2 you connected the HP OfficeJet to a shared phone line
(receives both voice and fax calls) that also has a PC-modem con-
nected to it, then use this connection diagram.

®

Phone optional, PC with Telephone
but recommended wall jack

internal modem

e Connect your PC-modem to the HP OfficeJetfind the phone
cord that goes from the back of your computer (your PC-modem)
to a wall jack. Disconnect the cord from the wall jack and plug it
into either of the two ports on the back of the HP OfficeJet
labelled, “To Phone, Answering Machine, or Modem.”

Important:If your PC-modem’s software is set to automatically
receive faxes to your computer, turn off that setting; if you don't,
your HP OfficeJet will not be able to receive faxes properly.

e Connect your phone to the HP OfficeJetConnect the cord from
your phone to either of the two ports on the back of the HP Office-
Jet labelled, “To Phone, Answering Machine, or Modem.”

The main benefits of connecting a phone in this situation are 1)
For the convenience of having a phone close to the HP OfficeJet
so that you can reach the START button when you receive faxes
manually, and 2) In case you need to send a fax (press START)
while having a conversation with someone who must receive their
faxes manually.

e Because you don’t have an answering machine or computer voice-
mail on this phone line, you'll need teceive faxes manually
the HP OfficeJet will NOT answer incoming calls automatically.
To receive a fax manually: When the phone rings, pick it up and lis-
ten for fax tones; if your hear fax tones, press the START button on
the HP OfficeJet, then hang up the phoneRefer to “Manually



Receiving Faxes” in Chapter 3 for more information.
Continue with Step 7, “Install the Software - REQUIRED!”

Shared line with an external modem (Case ADGI)

If in Step 2 you connected the HP OfficeJet to a shared phone line
(receives both voice and fax calls) that also has an external modem
connected to it, then use this connection diagram.

Phone optional, External

®

Telephone

but recommended modem wall jack

Connect your external modem to the HP OfficeJetrind the
phone cord that goes from the back of your external modem to a
wall jack. Disconnect the cord from the wall jack and plug it into
either of the two ports on the back of the HP OfficeJet labelled,
“To Phone, Answering Machine, or Modem.”

Important:If your external modem’s software is set to automati-
cally receive faxes to your computer, turn off that setting; if you
don't, your HP OfficeJet will not be able to receive faxes prop-

erly.

Connect your phone to the HP OfficeJetConnect the cord from
your phone to either of the two ports on the back of the HP Office-
Jet labelled, “To Phone, Answering Machine, or Modem.”

The main benefits of connecting a phone in this situation are 1)
For the convenience of having a phone close to the HP OfficeJet
so that you can reach the START button when you receive faxes
manually, and 2) In case you need to send a fax (press START)
while having a conversation with someone who must receive their
faxes manually.

Because you don't have an answering machine or computer voice-
mail on this phone line, you'll need teceive faxes manually

the HP OfficeJet will NOT answer incoming calls automatically.

To receive a fax manually: When the phone rings, pick it up and lis-

ten for fax tones; if your hear fax tones, press the START button on

the HP OfficeJet, then hang up the phondRefer to “Manually
Receiving Faxes” in Chapter 3 for more information.

Continue with Step 7, “Install the Software - REQUIRED!”



Shared line with answering machine (Case ADEJ)

If in Step 2 you connected the HP OfficeJet to a shared phone line
(receives both voice and fax calls) that also has an answering machi
connected to it, use this connection diagram.
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®

Phone optional, , Teleoh
Answering , elephone

but recommended :
machine wall jack

if there’s no phone
handset on your
answering machine

e Connect your answering machine to the HP OfficeJePlug the
phone line from your answering machine to either of the ports
labelled, “To Phone, Answering Machine, or Modem” on the back
of the HP OfficeJet.

Important:Set your answering machine to answer calls after 4 or
fewer rings, and make sure your outgoing greeting message is no
longer than 30 seconds. If you don'’t, you may not receive faxes
properly.

e Connect your phone to the HP OfficeJetlf your answering
machine doesn’t have an attached phone handset, connect the cord
from your phone to either of the two ports on the back of the HP
OfficeJet labelled, “To Phone, Answering Machine, or Modem.”

The main benefits of connecting a phone in this situation are 1) In
case you need to send a fax (press START) while having a con-
versation with someone who must receive their faxes manually,
and 2) For the convenience of having a phone close by to make
and receive voice calls.

e After you install the software in Step 7, and answer the Setup
Wizard questions for this connection case, here’s how you'll auto-
matically receive faxes with the HP OfficeJebur answering
machine will pick up the call after the number of rings you've set,
then the HP OfficeJet will “listen” while the answering machine
plays its greeting. If the HP OfficeJet detects fax tones, it will cut off
the answering machine and receive the fax. If you don’t connect
your answering machine directly to the HP OfficeJet as described
here, you may not receive your faxes properly.



e Continue with Step 7, “Install the Software - REQUIRED!”



Shared line with computer voicemail (Case ADFJ)
If in Step 2 you connected the HP OfficeJet to a shared phone line =
(receives both voice and fax calls) that also has computer voicemail%
to answer voice calls, use this connection diagram.
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O,

Phone optional, Telephone
but recommended Computer with o wall jack
voicemail feature

e Connect your computer voicemail phone cord to the HP
OfficeJet. Locate the phone cord that goes from the back of your
computer to a wall jack. Disconnect the cord from the wall jack
and plug it into either of the two ports on the back of the HP
OfficeJet labelled, “To Phone, Answering Machine, or Modem.”

Important:Set your voicemail software to answer calls after 4 or
fewer rings, and make sure your outgoing greeting message is no
longer than 30 seconds. If you don’t, you may not receive faxes

properly.
e Connect your phone to the HP OfficeJetConnect the cord from

your phone to either of the two ports on the back of the HP Office-
Jet labelled, “To Phone, Answering Machine, or Modem.”

The main benefits of connecting a phone in this situation are 1) In
case you need to send a fax (press START) while having a con-
versation with someone who must receive their faxes manually,
and 2) For the convenience of having a phone close by to make
and receive voice calls.

e After you install the software in Step 7, and answer the Setup
Wizard questions for this connection case, here’s how you'll auto-
matically receive faxes with the HP Officeebur computer
voicemail will pick up the call after the number of rings you've set,
then the HP OfficeJet will “listen” while voicemail plays its greeting.

If the HP OfficeJet detects fax tones, it will cut off the voicemail and
receive the fax. If you don’t connect your computer voicemail phone
cord directly to the HP OfficeJet as described here, you may not
receive your faxes properly.

e Continue with Step 7, “Install the Software - REQUIRED!”



Shared line with PC-modem &

answering machine (Case ADEH)

If in Step 2 you connected the HP OfficeJet to a shared phone line
(receives both voice and fax calls) that also has a PC-modem and an
answering machine connected to it, use this connection diagram.

®

0

Phone optional,  Answering _ Telephone
but recommended machine Computer with wall jack
if there’s no phone PC-modem

handset on your

answering machine

Connect your PC-modem to the HP OfficeJetFind the phone
cord that goes from the back of your computer (your PC-modem)
to a wall jack. Disconnect the cord from the wall jack and plug it
into either of the two ports on the back of the HP OfficeJet
labelled, “To Phone, Answering Machine, or Modem.”

Important:If your PC-modem’s software is set to automatically
receive faxes to your computer, turn off that setting; if you don't,
your HP OfficeJet will not be able to receive faxes properly.

Connect your answering machine to the HP OfficeJeRlug the
phone line from your answering machine to either of the ports
labelled, “To Phone, Answering Machine, or Modem” on the back
of the HP OfficeJet.

Important:Set your answering machine to answer calls after 4 or
fewer rings, and make sure your outgoing greeting message is no
longer than 30 seconds. If you don’t, you may not receive faxes
properly.

Connect your phone to your answering machindf your

answering machine doesn’'t have an attached phone handset, con-
nect the cord from your phone to the back of your answering
machine.

The main benefits of connecting a phone in this situation are 1) In
case you need to send a fax (press START) while having a con-
versation with someone who must receive their faxes manually,
and 2) For the convenience of having a phone close by to make
and receive voice calls.



e After you install the software in Step 7, and answer the Setup
Wizard questions for this connection case, here’s how you'll auto=
matically receive faxes with the HP Officeebur answering
machine will pick up the call after the number of rings you've set,
then the HP OfficeJet will “listen” while the answering machine
plays its greeting. If the HP OfficeJet detects fax tones, it will cut off
the answering machine and receive the fax. If you don’t connect
your answering machine directly to the HP OfficeJet as described
here, you may not receive your faxes properly.

e Continue with Step 7, “Install the Software - REQUIRED!”
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Shared line, PC- modem &

computer voicemail (Case ADFH)

If in Step 2 you connected the HP OfficeJet to a shared phone line
(receives both voice and fax calls) that also has a PC-modem con-
nected to it and computer voicemail to answer voice calls, use this
connection diagram.

®

Phone optional, . Telephone
but recommended COmputer with wall jack

PC-modem and
voicemail feature

e Connect your PC-modem and voicemail phone cord to the HP
OfficeJet. Find the phone cord that goes from the back of your
computer (for your PC-modem and voicemail) to a wall jack. Dis-
connect the cord from the wall jack and plug it into either of the
two ports on the back of the HP OfficeJet labelled, “To Phone,
Answering Machine, or Modem.”

Important:Set your voicemail software to answer calls after 4 or
fewer rings, and make sure your outgoing greeting message is no
longer than 30 seconds. If you don’t, you may not receive faxes
properly.

Important:If your PC-modem’s software is set to automatically
receive faxes to your computer, turn off that setting; if you don't,
your HP OfficeJet will not be able to receive faxes properly.



e Connect your phone to the HP OfficeJetConnect the cord from
your phone to either of the two ports on the back of the HP Office-
Jet labelled, “To Phone, Answering Machine, or Modem.”

The main benefits of connecting a phone in this situation are 1) In
case you need to send a fax (press START) while having a con-
versation with someone who must receive their faxes manually,
and 2) For the convenience of having a phone close by to make
and receive voice calls.

e After you install the software in Step 7, and answer the Setup
Wizard questions for this connection case, here’s how you'll auto-
matically receive faxes with the HP OfficeJebur computer
voicemail will pick up the call after the number of rings you've set,
then the HP OfficeJet will “listen” while voicemail plays its greeting.

If the HP OfficeJet detects fax tones, it will cut off the voicemail and
receive the fax. If you don’t connect your computer voicemail phone
cord directly to the HP OfficeJet as described here, you may not
receive your faxes properly.

e Continue with Step 7, “Install the Software - REQUIRED!”

Shared line with external modem and

answering machine (Case ADEI)

If in Step 2 you connected the HP OfficeJet to a shared phone line
(receives both voice and fax calls) that also has an external modem
and an answering machine connected to it, then use this connection
diagram.

£) Lo b

Answering  External Telephone
machine modem wall jack

Phone optional,
but recommended
if there’s no phone

handset on your
answering machine

e Connect your external modem to the HP OfficeJetrind the
phone cord that goes from the back of your external modem to a
wall jack. Disconnect the cord from the wall jack and plug it into
either of the two ports on the back of the HP OfficeJet labelled,
“To Phone, Answering Machine, or Modem.”

Important:If your external modem’s software is set to automati-
cally receive faxes to your computer, turn off that setting; if you
don’t, your HP OfficeJet will not be able to receive faxes prop-



erly.

e Connect your answering machine to the HP OfficeJePlug the =
phone line from your answering machine to either of the ports %
labelled, “To Phone, Answering Machine, or Modem” on the back&:
of the HP OfficeJet. =

Important:Set your answering machine to answer calls after 4 or.g
fewer rings, and make sure your outgoing greeting message iS no
longer than 30 seconds. If you don’t, you may not receive faxes
properly.

e Connect your phone to your answering machindf your
answering machine doesn’t have an attached phone handset, con-
nect the cord from your phone to the back of your answering
machine.

The main benefits of connecting a phone in this situation are 1) In
case you need to send a fax (press START) while having a con-
versation with someone who must receive their faxes manually,
and 2) For the convenience of having a phone close by to make
and receive voice calls.

e After you install the software in Step 7, and answer the Setup
Wizard questions for this connection case, here’s how you'll auto-
matically receive faxes with the HP OfficeJebur answering
machine will pick up the call after the number of rings you've set,
then the HP OfficeJet will “listen” while the answering machine
plays its greeting. If the HP OfficeJet detects fax tones, it will cut off
the answering machine and receive the fax. If you don’t connect
your answering machine directly to the HP OfficeJet as described
here, you may not receive your faxes properly.

e Continue with Step 7, “Install the Software - REQUIRED!”

Shared line with external modem and

computer voicemail (Case ADFI)

If in Step 2 you connected the HP OfficeJet to a shared phone line
(receives both voice and fax calls) that also has an external modem
connected to it and computer voicemail to answer voice calls, then
use this connection diagram.



Phone optional,

®

Telephone

but recommended Computer with External wall jack
if there’s no phone voicemail feature modem

handset on your

answering machine

Connect your external modem to the HP OfficeJetrind the
phone cord that goes from the back of your external modem to a
wall jack. Disconnect the cord from the wall jack and plug it into
either of the two ports on the back of the HP OfficeJet labelled,
“To Phone, Answering Machine, or Modem.”

Important:If your external modem’s software is set to automati-
cally receive faxes to your computer, turn off that setting; if you
don’t, your HP OfficeJet will not be able to receive faxes prop-
erly.

Connect your computer voicemail phone cord to the HP
OfficeJet. Locate the phone cord that goes from the back of your
computer to a wall jack. Disconnect the cord from the wall jack
and plug it into either of the two ports on the back of the HP
OfficeJet labelled, “To Phone, Answering Machine, or Modem.”

Important:Set your voicemail software to answer calls after 4 or
fewer rings, and make sure your outgoing greeting message is no
longer than 30 seconds. If you don’t, you may not receive faxes

properly.
Connect your phone to your answering machineConnect the
cord from your phone to the back of your answering machine.

The main benefits of connecting a phone in this situation are 1) In
case you need to send a fax (press START) while having a con-
versation with someone who must receive their faxes manually,
and 2) For the convenience of having a phone close by to make
and receive voice calls.

After you install the software in Step 7, and answer the Setup
Wizard questions for this connection case, here’s how you'll auto-
matically receive faxes with the HP Officeebur computer

voicemail will pick up the call after the number of rings you've set,

then the HP OfficeJet will “listen” while voicemail plays its greeting.

If the HP OfficeJet detects fax tones, it will cut off the voicemail and
receive the fax. If you don’t connect your computer voicemail phone
cord directly to the HP OfficeJet as described here, you may not
receive your faxes properly.



e Continue with Step 7, “Install the Software - REQUIRED!”

Shared line with distinctive ring (Case B)

If in Step 2 you connected the HP OfficeJet to a phone line that uses
distinctive ring service through
your telephone company, use
this connection diagram.

The distinctive ring telephone

service, which is unavailable in

many areas, allows you to havt

2 or 3 phone numbers on the w
same phone line. Each numbel " |

has a ring with a different pat- _

tern so you can tell the differ- g&. de
ence between incoming calls.

For more detailed information

on setting up Distinctive Ring,

refer to “Using Distinctive Ring” under “Using Advanced Fax Fea-
tures and Settings” in Chapter 3.
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®

Phone optional, = Telephone
but recommended wall jack

e Connect your phone to the HP OfficeJetConnect the cord from
your phone to either of the two ports on the back of the HP Office-
Jet labelled, “To Phone, Answering Machine, or Modem.”

The main benefits of connecting a phone in this situation are 1) In
case you need to send a fax (press START) while having a con-
versation with someone who must receive their faxes manually,
and 2) For the convenience of having a phone close by to make
outgoing voice calls.

Important:If you have an answering machine for receiving voice
calls on this phone line (different phone number), set it to answer
after 3 or more rings. If you don’t, your HP OfficeJet will not be
able to receive your fax calls.

Important:If you have a PC-modem or an external modem on this
phone line (different phone number), turn off the setting in the
modem'’s software that automatically receive faxes to your com-
puter; if you don’t, your HP OfficeJet will not be able to receive
faxes properly.



e Continue with Step 7.



1.
REQUIRED!

You must install the software before using your new HP OfficeJet
Series 500 — if you don't, the OfficeJet won’t work.

Important:If you don’'t have a CD-ROM disc drive, please call the

HP OfficeJet Fulfillment Center at 1-888-HPDISKS
(1-888-473-4757) to receive the software on 3.5-inch floppy diskettes
by overnight mail.

1. Turn on your computer. Or, if you did not turn off your computer
previously in Step 3, restart your computer now.

2. This step has two different sets of instructions: one for Windows
95 users, and one for Windows 3.1 users. Use the appropriate set,
then continue with step 3 on the next page.

dn Bumes T

One of two things will happen: Either the “New Hardware Found”
screen will be displayed, or just the Windows 95 desktop will be
displayed.

If “New Hardware Found” is displayed:

Choose “Driver from disk provided by manufacturer,” then click
OK. Insert the HP OfficeJet Series 500 CD into your CD-ROM
drive, or if you have floppy disks, insert Disk #1 into your floppy
drive. Make sure the correct drive is displayed in the dialog box,
for example, “d:” for your CD-ROM drive or “a:” for your floppy
drive. Click OK. Continue at step 3 below.

If just the Windows 95 desktop is displayed:
Insert the HP OfficeJet Series 500 CD into your CD-ROM drive,
or if you have floppy disks, insert Disk #1 into your floppy drive.
If you're installing from the CD, the HP OfficeJet Welcome
screen will be displayed after a few seconds. If you're installing
from a floppy disk, chooseun from the Start menu in Windows
95, then type:

a:\setup.exe

where “a:” represents the letter of your floppy disk drive. Click
OK. Continue at step 3 on the next page.



Insert the HP OfficeJet Series 500 CD into your CD-ROM drive,
or if you have floppy disks, insert Disk #1 into your floppy drive.
ChooseRrun from the File menu in the Windows 3.1 Program
Manager, then type:

d:\setup.exe
where “d:” represents the letter of your CD-ROM drive or floppy
drive. Click OK.

3. At the HP OfficeJet Welcome screen, clicktall to begin
installing your software. You'll be asked to confirm the file loca-
tion and computer port where the OfficeJet will be installed. Fol-
low all instructions on the screen.

After the files are copied to your computer, the HP OfficeJet

Setup Wizard will help you customize your HP OfficeJet so that it

runs best with your particular office setup.
If you installed from the HP OfficeJet Series 500 CD, register

your HP OfficeJet software now to unlock free software from the

CD!

Congratulations! Your office is now set up to print, fax, copy and
scan with your new HP OfficeJet!

If you want to make sure everything is working well — or to get a

quick start on learning some basics — follow the simple instructions
below to fax, print, copy, and scan. You'll be amazed at how fast and

easy itis!

Receive a fax

To verify that you can receive faxes properly, call 1-800-44FAXHP
to have HP product information faxed to you.

If you have any trouble receiving the fax, review Step 6. If you still
have problems, refer to Chapter 7. Getting Help.

Print a report
Print the Self Test Report to test the printing feature. Here’s how:
O on your Windows desktop, double-cliele OfficeJet

Manager, click HP OfficeJet, then selecEettings and
Maintenance



@ Click theMaintenancetab, then cliciSelf Testto begin printing

the Self Test Report. =
This report shows you the current and factory settings in your %
OfficeJet, and can help you diagnose print cartridge problems. %:

«Q
Make a copy S
Make a copy of the Self Test Report to test the copying feature.
Here’s how:

@ Place the report in the document tray with the printed side
away from you.

@ Press th€opy button once, then enter the number of cop-
ies you want (up to 99).

© Press theCopy button again to begin copying.

Scan a page to your computer

Scan the Self Test Report to test the scanning feature. Here’s how:

@ Place the report in the document tray with the printed side
facing away from you.

@ Now look at your computer screen! The HP OfficeJet
Prompt asks you what you want to do. Cli&an The Scan
dialog box will be displayed.

© Click Start Scanto begin scanning. The scanned docu-
ment will be displayed on your computer screen.




Now that you've successfully set up your new HP OfficeJet, why not
start using it right away?

For a really quick start, try this:

e Read through the “executive summary-style” Chapter 2: A Quick
Tour of How to Do Everything. This chapter will get you up-and-
running quickly, as well as point you in the direction of help alter-
natives (if you should need them).

e While using the software, clidkelp and check out the new HP
OfficeJet Series 500 on-line Help. This exciting new Help system
was designed to give yaxactlythe information you needvhen
you need it - Help will even guide you step-by-step through solv-
ing problems!

e If you get stuck, refer to Chapter 7: Getting Help. You'll find lots
of troubleshooting information and other sources of help.



A Quick Tour
of How to Do
Everything

Read this chapter for a quick start in learning

the basics about the HP OfficeJet Series 500.
This is the “executive summary” that contains abbreviated information
about how to do your everyday tasks. You'll also find many pointers to
more information and how to get help.
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Sending Faxes

Sending paper documents

Fax paper documents from the keypad anytime, or fax from the Doc-
ument Assistant screen on your computer when you want additional
fax options like attaching a cover sheet, or sending to more than one
location.

From the HP OfficeJet’s keypad

O Load your document top down in the document tray with
the printed side facing away from you (up to 20 pages). If nec-
essary, slide the document guides on the tray to the left or
right to adjust them for the width of your document.

@ Dial the fax number on the HP OfficeJet’s keypad.

© Press thétart button to begin faxing.

For information on redialing and other dialing methods, see
Chapter 3.

From the Document Assistant screen

O Load your document top down in the document tray with the
printed side facing away from you (up to 20 pages).

@ Look at your computer screen! The Document Assistant asks you
what you want to do with the document you've loaded.

The Document Assistant ]  with 1t? More

is displayed on your
computer when you
load your document into
the document tray.




The Send
Fax dialog
box has
additional
faxing
options.

© Click Faxand explore the additional options you have in the Send
Fax dialog box: attaching a cover sheet, selecting a name from a
phone book you've built, and much more. (To find out more about the
settings in the Send Fax dialog box, click itedp button.)
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@ Enter the fax number and any other information, then &mkd
Fax Nowto begin sending.

Sending a fax directly from your
software program

O while your software program is open and your document file is
displayed on your computer screen, seligatt from theFile menu.

9 SelectHP OfficeJet Series 500 Faas the printer and clicRK.
(Note: Select this name from wherever your particular software pro-
gram stores your printer list. For example, in Microsoft Word you can
find the printer list by clicking the Printer button in the Print dialog

box.)

® Print the document. The Send Fax dialog box will be displayed
(see above).

@ Enter thefax number, or select an entry from your phone book.

@ Click Send Fax Nowto begin faxing.



For information about....

...0ptions available in the Send Fax dialog box, clicktbi button

in the lower right-hand corner.

....How to use the Phone Book for entering fax names, numbers and
speed dial setup, double-cliekP OfficeJet Manageron your Win-
dows desktop, clickax, and selecPhone Book Then click the

Help button in the lower right-hand corner.

Basic copying from the
HP OfficeJet’'s keypad

@ Make surenlank paper is loaded in the paper tray. Only
letter- and legal-size paper may be used for copying.

@ Load your document in the document tray with the
printed side facing away from you (up to 20 pages). If neces-
sary, slide the document guides to adjust them for the width
of your document.

© Press theCopy button, therenter the number of
copiesyou want (up to 99).

@ Press theCopy button again to begin copying. The
entire original document will be scanned before copying
begins. The original document will be face-down in the out-
put tray, and the copies will be face-up.

See Chapter 4 for more detailed information about copying.



Using advanced copy settings in the HP
OfficeJet’s software

@ Load your documentin the HP OfficeJet’'s document tray, then
look at your computer screen. The Document Assistant asks you what
you'd like to do with the document.

fHelp  More

The Document Assistant
asks you what you want

to do.
@ Click Copy and the Copy dialog box will be displayed.
HP Officedet Series 500 Copy EHE
Murmber of Copies: I 3:
The COpy dla|Og bOX haS ™ Original is Phato or Graphis.
advanced copy settings.
— Contrast ¥ Collate
| . { . |
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—Beduce.-"EnIarge:-I‘IDD B4 —IActuaI Size 'l'
1

50% 1003 150% 200%

Start Copy I Lancel Help

Now you can do any of the following:

 Enter the number of copies you want — up to 99

 Turn off collating (the factory setting)

» Copy a photograph or graphic at the optimum setting

* Reduce your document to as small as 50% of the original size or
enlarge your document to as much as 200%

* Make the copy lighter or darker than the original

® When finished making your custom selections, clickrt Copy

to begin copying.

For more information about the settings in the Copy dialog box, click
theHelp button on the lower right-hand corner of the screen, or refer
to Chapter 4.



Scanning images

O Load your documenttop down in the document tray with
the printed side facing away from you (up to 20 pages). If nec-
essary, slide the document guides to adjust them for the width
(- of your document. The Document Assistant will be displayed
/ a\ on your computer screen.

@ Click Scanat the Document Assistant. The Scan dialog box will
be displayed.

N

HP Officedet Series 500 Scan Settings EHE

— Optimize the scan for
Select your scan settings from - Scan te for r
. editing (OCR)
the Scan dialog box.  Photo .
€ Graphic Scan using:
Other 300x300
[Custom Settings) | dats per inch
Approximate image Black & ‘white
zize per page 1027 K

Contrast
1
- " )
Jj Lighten Mormal

Start Scan I

Darken

Lancel | Help |

9 Click Text, Photo, or Graphic to optimize one of these during
the scan. (CliclHelp for more information about each of these scan-
ning options.)

O it necessaryadjust the contrast

@ Click Start Scanto begin scanning. The scanned document will
be displayed on your computer screen as it's scanned.

(6 Explore the many options in the Image Viewer pull-down menus
to find out what you can do to enhance your scanned image.

For more information about scanning images, see Chapter 5, click the
Help button in the Scan dialog box, or pull down the Help menu and
selectHelp Topicsin the Image Viewer screen.



Scanning text for editing (OCR)

® rollow the previous instructions for scanning images, except in

step 3, click théscan text for editing (OCR)checkbox.

® Now you can make changes to the text you scanned. Pull down

theHelp menu in the Image Viewer screen and setedp Topics

for information about your editing options.

You can print on many types of paper and other media: plain paper,o
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premium paper, transparencies, envelopes, and more. Refer to Chap-

ter 6 for specific information on supported media sizes, types, and

weights, and for special loading instructions.

* To access the printing controls — the Paper, Setup, and Advanced
tabs — double-clickiP OfficeJet Manageron your Windows
desktop, clickPrint, then selecPrint Settings.

HP DfficeJet Series 500 Printer

Paper | Setup | Advanced |

Orientation
Explore all three Print s 4
settings tabs: Paper, Setup, m,
and Advanced. o

" Landscape

Paper Size: |Letter [BE5x11in] j|
Faper Tvpe: | Flain Paper j|
™ Last Page Prints Eirst Copies 1 %I|
®.3.00.46
Defaut | Heb | [ o
0K I Cancel |

See the Help system and Chapter 6 for more information on printing

and the print settings.



Using the Help System

The HP OfficeJet Series 500 Help system was designed to give you
the information you neeayhenyou need it - Help will even guide
you step-by-step through solving problems.

Just click theHelp button on any of the HP OfficeJet dialog boxes

when you need it, or explore the many topics from the main menu of
Help.

Here's how to access the main menu:

@On your Windows desktop, double-cliele OfficeJet Manager.
The HP OfficeJet Manager menu will be displayed.

o€ HP Dfficelet Manager

The HP OfficeJet Manager
menu.

@ Click the Help button in the upper right-hand corner.

E HP Dfficedet 500 Series Help v. 0205

(o] inde | o | 5| oot

. HP OfficeJet Manager
The main menu of How Do I? Traubleshoating

Reference

th e H eI p SyS'[e m. E Select the button next to the topic you want to learn how to dao.

A printing

_I Copying

_I Faxing

_I Scanning

_I Maintzining the HP OfficeJet

| O it
1000

Click through each of the three main menu tabs to learn more about
the types of help that are available to you.

How Do 1? - Provides step-by-step instructions on accomplishing
your tasks.



Troubleshooting - Helps you pinpoint the causes of problems and
solve any difficulties you may experience.

Reference- Contains other information you might like to know about
your HP OfficeJet, as well as a detailed guide to using each feature in
the OfficeJet software.

? - Help is also available in every HP OfficeJet dialog box. Click the
? in the upper right corner of the dialog box, then click the setting you
want to know more about. A brief description of the setting will be
displayed.

noj 3oingd 'z

Here are some other ways to get help if you need it:

If youneedto... Look at. ..

Make changes to your HP  « TheReady, Setup, Gguide

OfficeJet equipment or » Chapter 1 of thitJser’s Guide
software setup

Verify correct operation of  « Chapter 1, “Step 8. Make Sure
your HP OfficeJet Everything Works Properly”
section

Understand the meaning of a « Chapter 7, “Understanding the
particular message Messages Displayed on the HP
displayed on the HP OfficeJet’s Keypad” section
OfficeJet’s keypad

Call someone to help you e Chapter 7, “Sources of Informa-
solve a problem, get product  tion and Help” section
information, or place an order

See a list of detailed * Chapter 8
OfficeJet specifications






Read this chapter to learn how to send and

receive faxes, both from the HP OfficeJet’s
keypad and from the software. You'll also learn how to change the fax
settings in both locations.

Sending a Paper Document..........cccooeevvvieiiiiinnenens 3-2
* Using a document carrier
to protect your original ............ccccceeeieeeviiiiiiiiceeeeens 3-2 :
* Sending from the keypad..........ccccoovieiiiiiiiiin i, 33| &
* Sending from the g
HP OfficeJet Document Assistant........................ 3-6
Sending a Fax Directly
from Your Software Program............c.c..ccouunn.... 3-7
Receiving Printed Faxes .........cccoeevevvvviieceiiiiceeiin, 3-8
* Loading the paper supply.....cccccevviiiiiiiiiiiiiiicieee 3-8
* ANSWeENING SEtHINGS....ccoiie e 3-9
* Manually receiving faxes ........cccoeeeeiiiiiiiiiiiii e, 3-9
* Receiving Faxes to Your Computer (PC)............... 3-10
Using Advanced Fax Features and Settings........ 3-11
* Advanced fax send features...........ccccevvvvevvevnenncnnnnnn. 3-11
* Advanced fax receive features.............cccccvvvvvvrnnnnnnns 3-21
* Viewing lists of all sent and received faxes ............ 3-25
* Printing the fax reports.........ccoooviiviiiiinceiiee e, 3-25
* Adjusting sound VOIUMES.......cccceeiiiiiiiiiieeeeeeeeeeeeee 3-26

* Changing the date and time.............cccccoeeveveieviinnnnnn. 3-26



To fax paper documents, load the document in the document tray,
theneitherdial from the OfficeJet’s keypadr select Fax from the
Document Assistant.

Using a document carrier to protect
your original

Three document carriers are provided in the box with your HP
OfficeJdet. (They are protective “sleeves” that have a transparent plas-
tic front and white paper backing.) Use these document carriers to
protect your fragile or damaged original documents from potential
harm while they’re fed through the HP OfficeJet's document tray.

Place your document inside a document carrier before copying, fax-
ing, or scanning when your original document is:

* Smaller than standard letter size (8.5 x 11 inchdah-standard
pages may not load properly and could jam inside the HP OfficeJet.
* Torn. Rough edges may cause a paper jam inside the HP OfficeJet.

* Precious or fragilel-or example, a photograph or a legal
document.

* Very thin paperLess than 20-lb weight paper may not load
properly and could jam inside the HP OfficeJet.
When placing the document carrier into the document tray, load it

with the sealed edge down and the transparent side facing away from
you.

Caution:To avoid damaging the HP OfficeJet, do not use the docu-
ment carrier to protect anything thicker than a photograph.



Sendlng from the keypad

O Load your document top down in the
document tray, and with the printed side
facing away from you (up to 20 pages, or a
Document single document carrier).
guides —p» If necessary, slide thdocument guideen

: the tray to the left or right to adjust them for
the width of your document.

Note: Always remove staples and paper
clips from your original before faxing to
avoid equipment damage.

@ Dial the fax number on the HP Office-
Jet’s keypad.

See the following three sections to learn
about other ways of dialing.

Note: When entering the fax number, be
sure to include all the numbers you would
enter if you were dialing the number from a
phone. (For example, enter 1 and the area
code for long-distance calls.)
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© Press th&tart button to begin faxing.

To cancel a fax in progress, press $tep
button on the HP OfficeJet’s keypad.

Notes:For more information about the following topics, look under
“Using Advanced Fax Features and Settings” later in this chapter:

1) Resolution and Contrast settings are described under “Controlling
how your faxed documents will look.”

2) Redialing instructions are in the “Redialing a fax number” section.

Dialing in real time

With the faxing method described above, dialing begftes you

press theStart button. There may be times, however, when you want
to dial in real time instead. For example, if you're charging your fax
call to a calling card, you'll need to wait for the acceptance tone of
your telephone company before dialing the calling card number.



To dial in real time:
O Load your document in the document tray.

@ Press thstart button on the HP OfficeJet’s keypad.

The message display on the HP OfficeJet will read “Off hook...” and
you'll hear a dial tone.

© Dpia your phone company’s access code, then dial the fax num-
ber on the HP OfficeJet’s keypad. The numbers will be dialed imme-
diately, as if you were dialing from a telephone. Listen for the
acceptance tone of your phone company, then dial your calling card
number.

Dialing from a telephone that's connected
directly to the HP OfficeJet

Instead of dialing from the HP OfficeJet’s keypad, you may prefer to
dial your fax number directly from a telephone. Use a phone that's
connected either directly to the back of the HP OfficeJet, or to another
device that's connected directly to the back of the OfficeJet (like an
answering machine or modem).

To dial directly from a telephone:
@ Load your document in the document tray.

@ Pick up the handsetof your telephone.

The message display on the HP OfficeJet will read, “Phone off-
hook.”

® Dial the fax number on the telephone’s keypad and wait for the
line to begin ringing.

@ Press thstart button on the HP OfficeJet to begin faxing.



Speed dialing

Once you've assigned speed dial codes to your fax numbers using the
HP OfficeJet Manager software (look under “Advanced fax send fea-
tures” later in this chapter), you can quickly dial those numbers using
the Speed Dialbutton and a one- or two-digit speed dial code.

To speed dial:

@ Load your document in the document
tray.

@ Press th&peed Dialbutton on the HP

SpeedQial OfficeJet's keypad.
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9 Dial the1- or 2-digit speed dial code

QPress th&tart button on the HP Office-
Jet's keypad.



Sending from the HP OfficeJet
Document Assistant

O Load your document top down in the document tray, and with

the printed side facing away from you (up to 20 pages, or a single
document carrier). If necessary, slide the document guides on the tray
to the left or right to adjust them for the width of your document.

Note: Always remove staples and paper clips from your original
before faxing to avoid equipment damage.

Now look at your computer screen: The Document Assistant asks you
what you want to do with the document you've loaded.

When you load your

document,

Assistant asks you what
you want to do.

Enter the
fax number
or click

a Phone
Book entry.

the Document

“More

@ Click theFax button. The Send Fax dialog box is displayed.

HP DfficeJet Series 500 Send Fax
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© Enter thetax number in the Fax Number box, or click an entry
in your Phone Book. Enter any other information, such as a hame.



Note: When entering the fax number, be sure to include all the num-
bers you would enter if you were dialing the number from a phone.
(For example, enter 1 and the area code for long-distance calls.)

For more information about the other features and settings in the Send
Fax dialog box, click thélelp button.

@ cClick Send Fax Nowwhen you're ready to begin sending.

To cancel a fax in progress, click tBancelbutton in the HP Office-
Jet status dialog box (displayed while your fax is proceeding) or press
Stop on the HP OfficeJet’s keypad.

Notes:For more information about the following topics, look under
“Using Advanced Fax Features and Settings” later in this chapter:

1) Resolution and Contrast settings are described under “Controlling
how your faxed documents will look.”

2) Redialing instructions are in the “Redialing a fax number” section.
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You don't need to print a document before faxing it. When you want
to fax a document directly from your software program, use this pro-
cedure.

O while your software program is open and your document file is
displayed on your computer screen, selleatt from theFile menu.

@ SelectHP OfficeJet Series 500 Faas the printer and click OK.
(Note: Select this name from where your particular software program
stores your printer list. For example, in Microsoft Word you can find
the printer list by clicking the Printer button in the Print dialog box.)

©® Print the document. The Send Fax dialog box will be displayed
(illustrated on the facing page).

ﬂ Enter thefax number in the Fax Number box, or click an entry
from your Phone Book.
@ Click Send Fax Nowto begin sending the fax.

To cancel a fax in progress, click tBancelbutton in the HP Office-
Jet's status dialog box that's displayed while your fax is proceeding.

Notes:For more information about the following topics, look under
“Using Advanced Fax Features and Settings” later in this chapter:

1) Resolution settings are described under “Controlling how your
faxed documents will look.”

2) Redialing instructions are in the “Redialing a fax number” section.



The HP OfficeJet is factory-set to print received faxes. Before you
receive a fax call, be sure to load one of the supported paper sizes for
receiving faxes, as described below.

Loading the paper supply

@ Pull the document tray forward all the
way until it snaps into the upright position.

@ Load up to 150 sheets of 20-Ib paper
(about a 1/2-inch-thick stack) into the paper
tray.

The paper should fit behind tk&ack guides
on the lower part of the tray as shown. Load
sheets with the print side facing you.

Notes:

1) Only plain paper may be used for printing
faxes.

2) Only letter (A or A4)- or legal-size paper
may be used for printing faxes.

3) If you change the paper size in the tray, be
sure to update the paper size setting in the
HP OfficeJet Manager software. Refer to
“Changing the paper size setting” later in
this chapter under “Advanced fax receive
settings” for instructions.

©® Push the document tray back to its nor-
mal position, resting in front of the paper
tray.

@ Extend the output tray slowly until it
stops.




Answering settings

When you first installed the HP OfficeJet Series 500 software, the
Setup Wizard asked you a series of questions about your phone lines
and equipment. Your answers determined which option was automat-
ically chosen for each of the Answering settings, and therefore deter-
mined how your HP OfficeJet was set up to receive faxes.

There are two answering settings that affect how you receive faxes:

* Phone Answering(Automatic or Manual). When set to Automatic,
the HP OfficeJet will automatically answer every call received at
your fax number. When set to Manual, you must answer fax calls
manually (see the following section, “Manually Receiving Faxes” for
instructions).

For instructions on how to change this setting, refer to “Phone
Answering: Automatic or Manual” later in this chapter under
“Advanced fax receive settings.”

* Rings to Answer (1 ring through 6 rings). When Phone Answering

is set to Automatic, the HP OfficeJet will automatically answer all

calls after the number of rings specified in this setting. For example, E,"
when Rings to Answer is set to 1 ring, your fax line will ring once, g
then the HP OfficeJet will begin sending fax tones. For instructions @
on how to change this setting, refer to “Changing the number of rings
before answering” later in this chapter under “Advanced fax receive
settings.”

Notes:

1) If you haven'tchanged your office equipment setup since you
answered the questions in the software during your first-time installa-
tion, don’t change your answering settings now or you may not
receive your faxes properly. If ydiavechanged your office equip-
ment setup, refer to “Updating your fax receive setup” later in this
chapter under “Advanced fax receive settings” for instructions on
how to re-run the HP OfficeJet Setup Wizard.

2) For a detailed description of how your office equipment should be
set up and the corresponding answering settings, see “Step 6. Connect
Your Office Equipment” in Chapter 1.

Manually receiving faxes

If you're set up to receive faxes manually (Auto Answer light on key-
pad is off), use the following procedure to receive faxes.

@ Make sure there are no documents in the document tray, or they
may be faxed after the next steps.



@ When the HP OfficeJet rings, pick up the
handset of a telephone that’'s on the same tele-
phone line as the HP OfficeJet.

© Listen for the fax tone, press tBéart

button on the HP OfficeJet’'s keypad, OR
you're receiving from an extension phone
(one that's on the same telephone line as the
HP OfficeJet, but not connected directly to
it), dial 123

Press STARTOR Dial 1-2-3
from an @ Now you can hang up the phone anytime,
extension or you can stay on the line to have a
phone conversation after the fax finishes.

Receiving Faxes to Your PC

The HP OfficeJet is factory-set to print faxes, not receive them to
your PC. To receive faxes to your PC (also called PC faxes), change
the Receive Faxes setting.

@on your Windows desktop, double-clieke OfficeJet Manager,
click Fax, and selecReceive SettingsThe Receiving tab will be
displayed.

@SelectTo PC, then clickOK.

HP Officedet Series 500 Receive Fax Settings EHE
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Notes:

1) Your computer must be powered on to receive faxes. If it is turned
off, your received faxes will be printed.

2) If you're set up to receive faxes manually, follow the previous
instructions under “Manually receiving faxes.” To view or print a
received fax, use the instructions in the “Viewing lists of all sent and
received faxes” section under “Using Advanced Fax Features and
Settings.”

The following sections describe some of the advanced fax features
available with the HP OfficeJet, both from the keypad and from the
software.
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Advanced fax send settings

Controlling how your faxed documents

will look

There are two settings that control how your faxed documents will
look when they’re printed at the receiving fax machine: Resolution
and Contrast.

Changing the Resolution

The Resolution setting affects the quality, in dots-per-inch (dpi), of
your faxed documents, and your transmission speed.

Use this

Resolution setting: | For this result:

Fine Higher quality for words (factory setting).

(factory setting) » Use this higher-quality setting for good all-around
quality.

(203 x 196 dpi) » Most fax machines can receive faxes at this higher

quality setting; if you select this setting and the
receiving fax machine doesn’t support it, your
fax will be sent at Standard resolution.

» Words will have better quality than graphics and pho-
tographs.




Use this
Resolution setting:

For this result:

Standard

(203 x 98 dpi)

Standard quality for words.

» Use this setting when transmission speed is mor
important than quality.
« All fax machines can receive at this setting.

» Words will have better quality than graphics and
tos.

pho-

» Fastest fax transmission speed of all the Resolution

settings.

300 dpi

(300 x 300 dpi)

Best quality for words.

« Only a few types of machines can receive faxes gt this

setting; if you select this setting and the receiving
machine doesn’t support it, your fax will be sent
at the highest supported resolution.

» Words will have better quality than graphics and
tos.

fax

pho-

Photo

(Grayscale image sca
up to 300 x 300 dpi)

Best quality for photographs and graphics.

* Use this setting when the quality of photographs
nand graphics in your document is more important

than the quality of the words.

» Your document will be scanned as a grayscale

image (which simulates shades of gray) at up to

300 x 300 dpi.

* Slowest fax transmission speed of all the

Resolution settings.

The table on the following page describes how to change the resolu-
tion for each type of fax. This setting needs to be chabgkmteyou

begin faxing
Notes:

1) When you change the Resolution setting, it will stay at that setting
until you change it again.

2) The Contrast/Resolutionbutton settings also affect the quality of
copies made from the HP OfficeJet’s keypad. See “Optimizing the
quality” under “Copying from the Keypad” in Chapter 4.



Type of fax sent:

Where and how to change the Resolution:

Paper fax sent from
the HP OfficeJet’s
keypad

Change the Resolution with ti®ntrast/Resolution
button on the HP OfficeJet’s keypad.

ﬂ Press th&€ontrast/Resolution button.
@ Presdl to select Resolution.

© Pressl, 2, 3, or 4to select the Resolution you
want:

1 = Standard

2 = Fine (the factory setting)
3 =300 dpi

4 = Photo

Note: When you change the Resolution setting fro
the keypad, the HP OfficeJet Manager software w
automatically be updated with the same Resolutio
setting.

- =

Paper fax sent from
the HP OfficeJet
Document Assistant

Change the Resolution setting in the HP OfficeJet|
Manager software.

@ Double-click theHP OfficeJet Manager iconon
your Windows desktop.

@ Click Fax and selecSend Settings

© Inthe Paper Fax Quality tab, clikandard,
Fine, or 300 dpito select the Resolution you want.

@ cClick theOptimize for photo or graphic check-
box if appropriate, then clickK . When selected,
your document will be scanned as a grayscale ima
then sent at the selected resolution setting (Fine,
Standard, or 300 dpi).

Note: When you change the Resolution setting fro
the HP OfficeJet Manager software, the keypad
setting will be automatically updated with the
same Resolution setting.

PC fax sent directly
from your software
program

Change the Resolution setting in the HP OfficeJet
Manager software.

Use the instructions above for “Paper fax sent fror
the HP OfficeJet’s Document Assistant.” Choose
Fine or Standard only; other choices will result in
Fine quality transmission.

1ge,

=1
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Changing the Contrast

Change this setting if you want the faxed document to be lighter or
darker than your original document. This setting needs to be changed
beforeyou begin faxing.

Notes:

1) When you change the Contrast setting, it will stay at that setting
until you change it again.

2) The Contrast/Resolutionbutton settings also affect the quality of
copies made from the HP OfficeJet’'s keypad. See “Optimizing the
guality” under “Copying from the Keypad” in Chapter 4.

Type of fax sent:

Where and how to change the Contrast:

Paper fax sent from
the HP OfficeJet’s
keypad

Use theContrast/Resolutionbutton on the HP
OfficeJet’s keypad to lighten or darken your fax.

@ Press th&€ontrast/Resolution button.
@ Pres< to select Contrast.

9 Pressl, 2, or 3to select the Contrast you want
1=Normal (the factory setting)

2=Lighten

3=Darken

Note: When you change the Contrast setting from
the keypad, the HP OfficeJet Manager software wi
automatically updated with the same Contrast
setting.

Il be

Paper fax sent from
the HP OfficeJet’s
Document Assistant

Change the Contrast setting in the HP OfficeJet
Manager software.

@ Double-click theHP OfficeJet Manager icon
on your Windows desktop.

@ Click Fax and selecBend Settings

© inthe Paper Fax Quality tabDyag the slider

bar in the Contrast area to the setting you want (fi
settings are available), then cliCk .

Note: When you change the Contrast setting from
HP OfficeJet Manager software, the keypad settin
will be automatically updated with the same
Contrast setting.

the

(@]

PC fax sent directly
from your software
program

Contrast settings are not applied to this type of fax.




Redialing a fax number

If you dialed the fax number from the HP OfficeJet’s keypad, you can
press thdRedial/Pausebutton any time to redial the last-dialed fax
number.

The HP OfficeJet is factory-set to automatically redial at timed inter-
vals up to 5 times after a busy signal.

Redialing manually with the Redial/Pause button

* To immediately begin redialing the last fax number you dialed on
the HP OfficeJet’s keypad, press Redial/Pausebutton. Make sure
your document is still loaded in the document tray.

Notes:1) If you pressRedial/Pausewhile in the middle of dialing a
fax number, the Pause feature takes effect and a dash (-) will appear
in the message displa¥®) You can’t use th&edial/Pausebutton to

redial a fax number that you originally entered in the Send Fax dialog
box, however, the automatic redial process described below will
begin.

Changing the Automatic Redial setting in the software

Here's how the Automatic Redial feature works:

The fax number will be redialed one minute after the unsuccessful fase
(busy, no answer, or both, depending on your settings). If the first
redial was unsuccessful, the second redial will begin after a 5-minute
wait. After this, the fax number will be redialed up to 3 more times if
the transmission continues to be unsuccessful.

If you dialed the fax number from the HP OfficeJet’s keypad, the
message display will show the redial countdown time in seconds dur-
ing the waiting periods (unless the message display is already in use).
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@ Double-clickHP OfficeJet Manageron your Windows desktop.
@ Click Fax and selecBend Settings
© Click theDialing tab.

@ In the Automatic Redial area, select either or Bdtklial on
busy signalandRedial on no answer To turn off the Automatic
Redial feature, make both checkboxes blank.

Entering a pause during keypad dialing

Press th&edial/Pausebutton to enter a 2-second pause in the middle
of your dialing sequence.

A dash (-) will appear on the message display, indicating that the
pause will occur at that point in the dialing sequence.



Notes:

1) The preferred method of dialing with pauses (to enter a calling card
number, for example) is to use the instructions in the “Dialing in real
time” section earlier in this chapter.

2) If you presRedial/Pauseat any other timexceptwhile dialing a
fax number, the manual Redial feature takes effect (see description in
previous section).

Assigning Speed Dial codes

The number of speed dial codes you have depends upon the model
number of your HP OfficeJet. To check your model number, look on
the lower right-hand corner of the keypad.

HP OfficeJet Number of speed dial
Model Number codes available
Model 500 40

Model 520 80

Model 570 50

Model 580 80

Model 590 100

Assigning a speed dial code to a single fax number

To quicken the keypad dialing process for a fax number you dial fre-
guently, store it into a speed dial code.

@ Double-clickHP OfficeJet Manageron your Windows desktop.
@ Click Fax and selecPhone Book

® Choose) or b) below.
a) To create a new phone book name:

Enter anyname and number information, then click the arrow next
to the Speed Dial entry box asdlect a speed dial code

b) To add a speed dial code to an existing phone book name:
Click the name in the listandselect a speed dial code

O Click Add to Phone Book(for new phone book names) or
Apply Changes(for existing phone book names) to save the informa-
tion you just entered.

See “Speed dialing” earlier in this chapter for speed dialing
instructions.



Assigning a speed dial code to a group of fax numbers

You can group fax numbers you dial frequently (such as your depart-
ment members at work), and store them into a group speed dial code.
You can store up to 20 numbers in a speed dial group.

Each group member must have an assigned speed dial code. If you
add the name of someone who doesn’t have a speed dial code, one
will be automatically assigned to them (if available), and you'll be
asked to confirm it. If you prefer to pick your own speed dial code,
use the instructions in the previous section to assign it before adding
the name to a group speed dial code.

@ Double-clickHP OfficeJet Manageron your Windows desktop.
@ Click Fax and selecPhone Book

(3) Choosen) or b) below.
a) To create a new speed dial group:

Click Create/Modify Group, then clickCreate Group. In the
Create Group entry bornter a name for the groupyou’ll create,
and clickOK . Thenselect an unassigned speed dial coftem the
group Speed Dial box. Continue at Step 4.

b) To add names to an existing speed dial group:

Select a namdrom the Group Name box, then continue at Step 4.
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@ In the Phone Book list, click on the firshme you want to add
to this group, then clickdd to Group.

® Add more names to your group, for a total of up to 20 group
members.



Faxing to a group of fax numbers
Choose from these many methods of faxing to groups.

Type of fax sent

How to fax to a group of fax numbers

Paper fax sent from
the HP OfficeJet’s
keypad

Dial a group speed dial code you assigned

previously in the Phone Book.

Use the faxing instructions in the “Speed dialing” sectig
earlier in this chapter. In step 3 of that procedure, enter
speed dial code that you've assigned to a group of nuni
See “Assigning a speed dial code to a group of fax
numbers” earlier in this chapter for instructions on
creating a speed dial group.

>

a
bers.

Paper fax sent from
the HP OfficeJet’s
Document Assistant

Choose from these two methods (a or b):

a) In the Send Fax dialog box, select a group name fro
the Phone Book list.

Use the faxing instructions in the “Sending from the HP
OfficeJet Document Assistant” section earlier in this ch
ter. In step 3 of that procedure, select a group name fro
Phone Book list, then clicRend Fax Now

To create a group in the Phone Book, follow the instruc
in the “Assigning a speed dial code to a group of fax ny
bers” earlier in this chapter, with these exceptions:

1) Assigning a group speed dial code is optional,

2) Assigning a speed dial code to individual group mem
is optional,

3) If you didn’t store your group to a speed dial code, y
can add as many names as you want to the group, inst
being limited to a total of 20 names.

b) In the Send Fax dialog box, create a temporary grou
to be used only for the current fax.

@ In the Send Fax dialog box, clickeate List.

9 Enternew names and numbersn the “Fax to:” area, of
select names or groupfrom the Phone Book list.

@ Click the appropriatédd to List button.
@ Click Send Fax Nowto begin faxing.

ap-
m the

ions
m-
bers

DU
ead of

P

PC fax sent directly
from your software
program

Choose from these two methods (a or b):

a) In the Send Fax dialog box, select a group name fro
the Phone Book list.

Use the faxing instructions in the “Sending a fax directl
from your software program” section earlier in this chap
In step 4 of that procedure, select a group hame from tl
Phone Book list, then clicRend Fax Now

To create a group in the Phone Book, use the instructid
above for the Document Assistant faxes.

b) In the Send Fax dialog box, create a temporary grou
to be used only for the current fax.

Use the instructions above for the Document Assistant

ter.
ne

ns

P

faxes.




Changing the information printed at the top of

the faxes you send

When you first installed the HP OfficeJet software, you were asked to
enter your name and fax number. This information was stored for use
in the header that's printed at the top of all of your outgoing faxes.

Notes:

1) Only the fax recipient will see this information upon receipt of
your fax; it's not printed on your original document.

2) The Telephone Consumer Protection Act of 1991 requires that, in
the U.S., all outgoing faxes display the sender’s identifying name and
fax number in a header, footer, or on the cover page of the outgoing
fax.

Use the following procedure to change the fax header information.
@ Double-clickHP OfficeJet Manageron your Windows desktop!
@ Click Fax and selecBend Settings

@ Click thePersonal Information tab and change the information
in the two entry boxes in the Fax Header Content area.
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Setting Tone or Pulse dialing type

The HP OfficeJet is factory-set for tone dialing. Nearly all phones
being used in the U.S. have tone dialing.

Note: Don’'t change this setting unless you know your phone isn’t
capable of tone dialing. Pulse dialing is much slower than tone
dialing.

@ Double-clickHP OfficeJet Manageron your Windows desktop.
@ Click Fax and selecBend Settings

© Click theDialing tab and selectone Dial or Pulse Dialin the
Phone Dialing Type area.

Other advanced features for sending faxes

There are many advanced features available in the HP OfficeJet soft-
ware. The best way to learn about these features is to explore them in
the dialog boxes referenced in the following table, and clickitip

button on the screen if you need more information.



Additional features for
sending faxes

Where to locate these features in the HP
OfficeJet Manager software

Using the Phone Book

Phone Book dialog box.

@ Double-clickHP OfficeJet Manageron
your Windows desktop.

@ Click Fax and selecPhone Book

Including an electronic
cover page when sending
a fax

Send Fax dialog box.
Use the faxing instructions in the appropriate
section earlier in this chapter to navigate to
the Send Fax dialog box. Then click the Cove
Page checkbox and click the Edit button to
add a message on your cover page.

1%

Faxing a one-page note
that you type into the
Cover Page Data dialog
box

Cover Page Data dialog box.

@ Double-clickHP OfficeJet Manageron
your Windows desktop.

@ Click Fax and selecBend Quick Note

Changing your personal
information in the
electronic cover page

Personal Information tab of the Send Fax
Settings dialog box.

@ Double-clickHP OfficeJet Manageron
your Windows desktop.

@ Click Fax and selecBend Settings

@ Click thePersonal Information tab and
change the information in any of the four ent
boxes in the Cover Page Information area.

y

Scheduling a fax to send
at a future time

Select Fax Send Time dialog box.

@ Double-clickHP OfficeJet Manageron
your Windows desktop.

@ Click Fax and selecsend Fax

© Click Send Fax Laterandfill in the entry
boxesin the Select Fax Send Time dialog box.




Advanced fax receive settings

Phone Answering: Automatic or Manual

When Phone Answering is set to Automatic, the HP OfficeJet will
automatically answer every call received at your fax number. When
set to Manual, you must answer fax calls manually (see the previous
section, “Manually Receiving Faxes” for instructions).

When you first installed the HP OfficeJet Series 500 software, the
Setup Wizard asked you a series of questions about your phone lines
and equipment. Your answers determinedaiygropriateoption for

this setting (and many others) and the Setup Wizard set it for you
automatically.

If you decide to change this setting now, you should do it only tempo-
rarily (for one fax only), then change it back, if you have changed

your office equipment setup since you first installed the HP Officedet;
re-run the Setup Wizard and make your changes there. (Refer to
“Updating your fax receive setup” later in this chapter for instructions ¢
on how to locate the Setup Wizard.) -

To change th€hone Answeringsetting:
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@ Look at the HP OfficeJet's keypad to determine the current
Phone Answering setting.

If the greemuto Answer light is on, thePhone Answeringsetting is
Automatic, and your HP OfficeJet is set to receive faxes automati-
cally. It will automatically answer every call you receive at your fax
number — after the number of rings specified in the Rings to Answer
setting — then send receiving fax tones.

If the Auto Answer light is off, the Phone Answering settingMsan-
ual, and your HP OfficeJet can only receive faxes manually. It will
never answer incoming calls automatically.

@ Press théuto Answer button to change the setting.

Notes:

1) If you haven'tchanged your office equipment setup since you
answered the questions in the software during your first-time installa-
tion, don’t permanently change this setting now or you may not
receive your faxes properly.

2) For a detailed description of how your office equipment should be
set up and the corresponding answering settings, see “Step 6. Connect
Your Office Equipment” in Chapter 1.



Changing the number of rings

before answering

When Phone Answering is set to Automatic, the HP OfficeJet will
automatically answer all calls after the number of rings specified in
the Rings to Answer setting. For example, when Rings to Answer is
set to 1 ring, your fax line will ring once, then the HP OfficeJet will
begin sending fax tones.

When you first installed the HP OfficeJet Series 500 software, the
Setup Wizard asked you a series of questions about your phone lines
and equipment. Your answers determinedaygropriateoption for

this setting (and many others) and the Setup Wizard set it for you
automatically.

If you decide to change this setting now, you should do it only tempo-
rarily (for one fax only), then change it back, if you have changed
your office equipment setup since you first installed the HP OfficeJet,
re-run the Setup Wizard and make your changes there. (Refer to
“Updating your fax receive setup” later in this chapter for instruc-
tions.)

To change th&ings to Answersetting:

O on your Windows desktop, double-cliele OfficeJet Man-
ager, click Fax, and selecReceive Settings

@ Click theAnswering tab.

HP Officedet Series 500 Receive Fax Settings EHE

Receiving Answering | Fax Forwardingl

= F'hor?e Answering E
Change the Rings to Answer (:'M;nual '
setting in the Answering tab. -

— Automatic Answering
Murmber of Rings to Answer: |1 3:

Answer thiz Distinctive Ring Patter:

IAII Rings - l

QK I Cancel | Help |

@ In the box to the right of thdumber of Rings to Answerarea,
enter a number between 1 and 6, inclusive.



Using Distinctive Ring
If you have one phone line that receives both voice and fax calls, you
may want to use this feature.

The Distinctive Ring feature of the HP OfficeJet, when used in con-
junction with your telephone company’s distinctive ringing service,
allows both you and the HP OfficeJet to distinguish between voice
calls and fax calls when you receive both on the same phone line.

Note: Your telephone company may use a different name for this ser-
vice. For example, it's called “Identa-ring” in parts of New Jersey and
“RingMaster” in parts of Florida.

Use the following procedure to set up your HP OfficeJet and your
telephone line for Distinctive Ring.

O cal your telephone company to find out if they have a distinctive
ringing service available in your area. At the time of this printing, it is
still unavailable ifmanyareas.

Important:If you can’t subscribe to this service through your tele-
phone company, the Distinctive Ring feature on the HP Offigdllet
not work and should be set fdl Rings.

The telephone company’s distinctive ringing service allows you to
have 2 or 3 phone numbers on the same phone line, which saves you
the cost of paying for 2 or 3 separate lines. It also allows you and the
HP OfficeJet to hear which phone number has been dialed. Each of
the phone numbers will have a different ringing sound: One can have
a single ring, another can have a double ring, and the third can have a
triple ring.
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® When you set up the distinctive ringing service with your tele-
phone company, decide how many rings you want to assign to your
fax line: single, double, or triple rings.

9 If you've already installed the HP OfficeJet software, re-run the
HP OfficeJet Setup Wizard and enter the Distinctive Ring informa-
tion.

a) To locate the Setup Wizard, double-cligR OfficeJet Manager

on your Windows desktop, clidkP OfficeJet, and seledkax Setup
Wizard.

b) In the screen that asks if you subscribe to a distinctive ring service,
click Yes

c) In the screen that asks you to choose a distinctive ring pattern, click
thenumber of rings you assigned in Step 2 abowe your fax line
(single, double, or tripleNote: If you want the HP OfficeJet to

answer both double and triple rings — for example, if you have two
separate fax numbers on your distinctive ring line — choose double
and triple rings.

d) In the screen that asks you to enter the phone number of your dedi-
cated fax line, enter thaiistinctive ring fax number.



O i you have an answering machine for receiving voice calls on
this phone line (using one of the other distinctive ring phone numbers
for your voice calls), set it to answer after 3 or more rings. If you
don’t, your HP OfficeJet will not be able to receive your fax calls.

@ If you have a PC-modem or an external modem on this phone
line (using one of the other distinctive ring phone numbers), turn off
the setting in the modem’s software that automatically receive faxes
to your computer; if you don’t, your HP OfficeJet will not be able to
receive faxes properly.

Updating your fax receive setup

When you first installed the HP OfficeJet’s software, you were asked
a series of questions about your office equipment setup. Your answers
determined how the HP OfficeJet was automatically set to receive
faxes.

If any of the following information has changed since you first
installed the software, use the instructions in this section to update
your fax receive software settings.

Note: If you don’t update the software settings, you may not receive
faxes properly.

If this information has changed, use the numbered
instructions that follow this table:

* Have you added or removed a distinctive ring feature to your tele-
phone line?

(This service, if available from your telephone company, allow,
you to have 2 or 3 phone numbers assigned to the same line.
Each number rings with a different pattern so you can tell the

difference between incoming calls.)

[72)

e Have you added, changed, or removed any phone numbers |or
fax numbers?

* Have you changed from a dedicated fax line (no voice calls
received) to a shared fax line (receive both voice and fax calls) or
vice versa?

* Have you added or removed an answering machine or
computer voicemail feature on the same telephone line that's
connected to the HP OfficeJet?

* Have you added or removed a modem - either internal to your
computer or an external box - on the same telephone line that's
connected to the HP OfficeJet?




To update your fax receive settings in the software:
@ Double-clickHP OfficeJet Manageron your Windows desktop.
@ Click HP OfficeJet and selecFax Setup Wizard

© Follow the instructions in all of the Fax Setup Wizard screens,
updating where appropriate.

Changing the paper size setting

When you load a different paper size in the HP OfficeJet’'s paper sup-
ply tray, you also need to change the paper size in the Fax Receive
settings if you'll be receiving faxes on the new paper.

The factory-set paper size to print faxes on is Letter (8.5 x 11 inches).
You can also print faxes on Legal-size paper (8.5 x 14 inches) or on
A4-size paper (210 x 297 mm).

@ On your Windows desktop, double-click bi? OfficeJet Man-
ager, then clickFax and selecReceive Settings

@ select a new paper size in thead Paper Sizearea.

Other advanced features for receiving faxes

There are many advanced features available in the HP OfficeJet soft-
ware. The best way to learn about these features is to explore them by
clicking the tabs in the Receive Fax Settings dialog box. Click the
Help button in each of the tabs for more information about the fea-
tures and settings.

* To locate the Receive Fax Settings dialog box, double-cli¢ckPon
OfficeJet Manageron your Windows desktop, clidgkax, and select
Receive Settings
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Viewing Lists of All Sent and Received
Faxes

@ Double-clickHP OfficeJet Manager, click Fax, and selecEax
History .

® Do any of the following:

a) Click theSent Faxedab to see a list of all the faxes you've sent
from the HP OfficeJet. Both paper faxes and PC faxes (from your
software program) you’ve sent are included.

b) Click theReceived Faxetab to see a list of all the faxes you've
received, both printed faxes and PC faxes. To view a PG dakle-
click it. To print a PC faxglick it once, then clickPrint Fax.

c) Click thePendingtab to see a list of faxes that are scheduled to be
sent at a future time. (For instructions on how to schedule a fax, see
“Scheduling a fax for a future time” under “Advanced fax send fea-
tures” later in this chapter.)



Printing the Fax Reports

There are two fax reports you may want to print from time to time:
the Fax History report, and the Last Fax report.

* Fax History report

The Fax History report is a list of the last 30 fax transmissions: both
sent and received faxes.

Here’s how to print this report:

@ Double-clickHP OfficeJet Manager, click Fax, and seledFax
History.

@ Click theSettingstab.
©® Click thePrint Fax History button.

* Last Fax report

The Last Fax report is factory-set to print automatically if an error
occurs while a fax is being sent or receiveddr only setting).

To change when the Last Fax report is automatically printed, follow
steps 1 and 2 above, then click one of the buttons iAut@matic
Report Printing area.

Adjusting sound volumes

There are three sound volumes you can adjust: the volume of outgo-
ing fax calls (dial tone, ringing, and fax tones), the rings for incoming
calls, and the beep sounds for the keypad buttons.

@ On your Windows desktop, double-clige OfficeJet Man-
ager, click HP OfficeJet, and selecBettings and MaintenanceThe
Volume tab will be displayed.

(2] Adjust the volume of outgoing fax calls by making a selection in
theSound Volumearea, which is factory-set to Soft.

(3] Adjust the volume of incoming calls by turning the sound on or
off. WhenFax machine rings for incoming callss checked, you'll
hear the rings; when the checkbox is blank, you won’t hear anything
when incoming fax calls are received.

o Adjust the volume of the button beeps by turning the sound on or
off. WhenButtons beep when presset$ checked, you'll hear beeps
while pressing buttons, and you'’ll hear the error beeps when you
press the wrong button; when the checkbox is blank, you won't hear
anything when you press the buttons.



Changing the time and date

* When the HP OfficeJet is connected to your compuwitr the bi-
directional parallel cable, the time and date shown on the keypad dis-
play are taken from the time that’s set in your computer. If you need
to change the time (for daylight savings, for example) and date, reset
them on your computer, and they will be automatically updated in the
HP OfficeJet.

* When the HP OfficeJet is disconnected from your comptiten,
powered off, the time and date information will be lost. The message
Press START to set time/date, or STOP to skip will be displayed on
the HP OfficeJet. To reset the time and date, you can either reconnect
the HP OfficeJet to your computer with the bidirectional parallel

cable, or you can press tBert button on the keypad and follow the
instructions for setting the time and date.

Buixe ‘¢



Copying

Read this chapter to learn how to make copies
both from the HP OfficeJet’s keypad and
from the software. You'll also learn how to
change

the copy settings in both locations.

For basic copying, use the keypad. To gain more control over how your
copies will look, and to copy long or complex documents, copy from the

Loading the Paper Supply for Copying.................. 4-2
Using a Document Carrier
to Protect Your Original ..........cccooovvviiiiiiiennnnns 4-3
Copying from the Keypad..........ccooevvviiiiiiiiiiieiiinn, 4-3
* Controlling how your copies will look...................... 4-4
* Optimizing the quality (Resolution setting)............. 4-4
 Darkening and lightening (Contrast setting)............ 4-5
o Automatic Collating .........ccoevvuviiiiiiiiiiiiie e 4-5
Copying from the Document Assistant................... 4-6
* Controlling how your copies will lookK...................... 4-7
* Optimizing the quality ..o, 4-7
» Darkening and lightening (Contrast setting)............ 4-7
* Reducing and Enlarging ..........cccovvvveviiiiiiiiiiciiinene e 4-7

e Collating: On or Off ...cevviiiiiii 4-8
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@ Pull the document tray forward all the
way until it snaps into the upright position.

® Load up to 150 sheets of 20-Ib paper
(about a 1/2-inch-thick stack) into the paper
tray. The paper should fit behind theck
guideson the lower part of the tray as
shown.

Notes:

1) Use only plain paper for copying.

2) Use only letter- or legal-size paper for
copying.

3) If you change the paper size in the tray, be
sure to update the paper size setting in the
software. Refer to “Changing the paper size
setting” in Chapter 3 under “Advanced fax
receive settings” for instructions.

© Push the document tray back to its nor-
mal position, resting in front of the paper
tray.

@ Extend the output tray slowly until it
stops.



Three document carriers are provided in the box with your HP
OfficeJdet. (They are protective “sleeves” that have a transparent plas-
tic front and white paper backing.) Use these document carriers to
protect your fragile or damaged original documents from potential
harm while they’re fed through the HP OfficeJet's document tray.

Place your document inside a document carrier before copying, fax-
ing, or scanning when your original document is:

e Smaller than standard letter size (8.5 x 11 inchdah-standard
pages may not load properly and could jam inside the HP OfficeJet.

* Torn. Rough edges may cause a paper jam inside the HP OfficeJet.
* Precious or fragileFor example, a photograph or a legal
document.

* Very thin paperLess than 20-lb weight paper may not load

properly and could jam inside the HP OfficeJet.

When placing the document carrier into the document tray, load it
with the sealed edge down and the transparent side facing away from
you.

Caution:To avoid damaging the HP OfficeJet, do not use the docus
ment carrier to protect anything thicker than a photograph.
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Because of the limited memory available in the HP OfficeJet, this
method is not recommended for copying large or complex docu-
ments. If more memory is needed, copy using the Document Assis-
tant, which uses your computer's memory.

If your original document is a photograph, or if you want your copies
to be darker or lighter than your original, use the instructions in the
following section, “Controlling how your copies will look.”



Document
guides—p»

=  Load your document with the printed
side facing away from you (up to 20 pages,
or a single document carrier). If necessary,
slide thedocument guidesn the tray to the
left or right to adjust them for the width of
your document.

Note: Always remove staples and paper
clips from your original before faxing to
avoid equipment damage.

@ Press th&opy button, therenter the
number of copiesyou want (up to 99).

© Press theopy button again to begin
copying.

The entire original document will be
scanned before copying begins.

The original document will be face-down in
the output tray, and the copies will be
face-up. For copy collating information, see
“Automatic collating” later in this chapter.

To cancel a copy in progress, press3hap button on the HP Office-
Jet's keypad.

Controlling how your copies will look

When you make a copy from the HP OfficeJet’s keypad, the way it
looks is determined by the Contrast and Resolution settings that are
selected on the keypad with t8entrast/Resolution button.

Note: TheContrast/Resolutionbutton settings also affect the quality
of paper faxes sent from the keypad. See “Changing the Resolution”
under “Using Advanced Fax Features” in Chapter 3.

Optimizing the quality
(Resolution setting)

Before beginning to copy, change the Resolution setting on the key-
pad to optimize for words, drawings, or photographs

@ Press theontrast/Resolution button.
@ Pressl to select Resolution.

@ Presdl, 2, or 3to select the best qualityr words, or presst to
select the best qualifpr photographs and graphics



Use this Resolution:* For this result:

Standard, Fine, or Best quality for words and for simple line
300 dpi drawings (factory setting).
(factory setting) * Use any of these three settings when the quality

of the words and simple line drawings is more
important than quality of photographs and moré
complex graphics.
* Your document will be scanned at up to 300 dpi
no matter which of these three Resolution settings
is selected.

(All three settings scan at
up to 300 dpi)

Photo Best quality for photographs and for more
complex graphics.

(Scans as a grayscale imdgdJse this setting when the quality of photograghs
at up to 300 dpi) and graphics in your document is more importgnt

than the quality of the words.

* Your document will be scanned as a grayscal
image (which simulates shades of gray) at up t
300 dpi.

O ®

* When you change the Resolution setting, it will stay at that setting until you change it.

Darkening and lightening
(Contrast setting)

Before beginning to copy, change this setting if you want the copy t
be darker or lighter than your original document.
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@ Press th&€ontrast/Resolution button.
9 Pres< to select Contrast.

© Press, 2, or 3to select the Contrast you want:

1 = Normal (the factory setting)

2 = Lighten

3 = Darken

Note:When you change the Contrast setting, it will stay at that setting
until you change it again.

Automatic collating

Copies made from the keypad will be automatically collated (printed
in sets), with one exception: When the Photo setting is selected for the
Resolution using th€ontrast/Resolution button (described previ-

ously under “Optimizing the quality”), copies will not be collated.

For examples of page number sequences when collating is on and off,
refer to “Collating: On or Off” later in this chapter.



Copying from the
Document Assistant

This copying method is recommended if you're copying a long docu-
ment or a complex document (like a photograph) that requires a lot of
memory to scan. When you copy from the keypad, only the HP
OfficeJet’s limited memory is used, but when you copy using the
Document Assistant, the memory in your computer is used.

O Load your document in the document tray with the printed side
facing away from you (up to 20 pages).

Now look at your computer screen. The Document Assistant asks you
what you'd like to do with the document you've loaded.

When you load T - cument tra — .
y o /F-fefp “More

your document,
the Document
Assistant asks you
what you want

to do.
@ Click Copy and the Copy dialog box will be displayed.
HP Officedet Series 500 Copy EHE
Mumber of Copies:
Change any of these copy I™ Qiginal is Photo or Graphic.
settings before beginning to
Copy — Contrast ¥ Collate
—
Lighten Mormal Darken

—Beduce.-"EnIarge:-I‘IDD B4 —IActuaI Size 'l'
1

50% 1003 150% 200%

Start Copy I Lancel | Help |

© Click Start Copy to begin copying.
To cancel a copy in progress, click thancelbutton in the HP

OfficeJet status dialog box (displayed during copying) or press the
Stop button on the HP OfficeJet’s keypad.



Controlling how your copies will look

When you make a copy from the Document Assistant, the way it
looks is determined by the settings in the Copy dialog box. These set-
tings will not affect copies made from the keypad.

Optimizing the quality
The HP OfficeJet software is factory-set to optimize the words in

your copies. When your original is a photograph or graphic, click the
Original is photo or graphic checkbox for best quality.

Darkening and lightening
(Contrast setting)

When you want the copy to be darker or lighter than your original
document, drag the slider bar in the Contrast area to the Contrast set-

ting you want.

Reducing and enlarging

When you want the copy to be smaller or larger than your original
document, change the Reduce/Enlarge setting.

Note: WhenOriginal is photo or graphic is selected in the Copy
dialog box, you won't be able to enlarge your document.

Reduce/Enlarge* method:

Settings available:

Change the number in the
entry box.
(Factory setting = 100%)

Enter a number between 50 and 20t
reduce to as small as half of the original size
to enlarge to up to twice the size.

Choose from the selection box.
(Factory setting = Actual size)

Actual Sizemakes the copy the same size &
your original.

Legal to Letter reduces the original from
legal-size to letter-size.

Letter to A4 reduces the original from letter}

size width to A4-size width.

A4 to Letter enlarges the original from A4-
size width to Letter-size width. (Make sure yq
have letter-size paper in the paper tray wherj
you choose this setting, or your copy will prin
on multiple pages.)

or

S

—

Drag the slider bar.
(Factory setting = 100%)

Drag to a number between 50 and 200
reduce to as small as half the original size o
enlarge to up to twice the size.

—

(0]

printed on multiple pages.

* If you enlarge to a size that won't fit on the paper you have loaded, your copy wijll be
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Collating: On or Off

The HP OfficeJet is factory-set with the collating feature turned on.

Example when Collating is turned:on

If you make 3 copies of a 3-page document, the
copies will be printed as shown at left.

Copies are printed face-up, so the last page is
printed first in order to maintain the proper
collated order in each set.

Example when Collating is turned pff

* To turn off the collating feature, click the
Collate checkbox to remove the check mark.

With collating turned off, each page of your orig-
inal will be scanned and copied before the next
page is scanned. If you make 3 copies of a 3-page
document, the copies will be printed as shown at
left.

Notes:

1) The Collating setting will return to the factory setting (On) after
you complete an uncollated copy job.

2) Copies made from the keypad will always be collated, regardless
of the Collating setting in the Copy dialog box. The only exception to
this is when the Photo setting is selected for the Resolution using the
Contrast/Resolution button (see “Optimizing the quality” under
“Copying from the Keypad” earlier in this chapter); copies made at
this Photo setting will not be collated.



Scanning

Read this chapter to learn how to scan your
document as an image, and how to scan your
document to edit the words (OCR scanning).

All images and text will be scanned in black-and-white or in shades of
gray, depending upon which scanning settings you choose.

For more detailed information on using the HP OfficeJet’s software to
scan, click theHelp button in the Scan Settings dialog box.

For more detailed information on OCR scanning, refer to the Ca2@R
product documentation that was included in the box with the HP OfficeJet,

the OmniPag® Limited Edition User's Guide.

Using a Document Carrier to

Protect Your Original ...........cccooeeeviiiieeiiiineee, 5-2
Scanning Your Document As an Image................. 5-2
» Scanning from the Document Assistant................... 5-2
» Scanning directly into your
TWAIN-compliant software program................. 5-5
How to tell if your software program
SUPPOIS TWAIN ...t 5-5
How to scan with TWAIN ... 5-6

Scanning Your Document to
Edit the Words (OCR)......ccccoiveiiiiiieeiiieeeeei, 5-7
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Three document carriers are provided in the box with your HP
OfficeJdet. (They are protective “sleeves” that have a transparent plas-
tic front and white paper backing.) Use these document carriers to
protect your fragile or damaged original documents from potential
harm while they’re fed through the HP OfficeJet's document tray.

Place your document inside a document carrier before copying, fax-
ing, or scanning when your original document is:

* Smaller than standard letter size (8.5 x 11 inchdah-standard
pages may not load properly and could jam inside the HP OfficeJet.

* Torn. Rough edges may cause a paper jam inside the HP OfficeJet.

* Precious or fragileFor example, a photograph or a legal
document.

* Very thin paperLess than 20-lb weight paper may not load
properly and could jam inside the HP OfficeJet.

When placing the document carrier into the document tray, load it
with the sealed edge down and the transparent side facing away from
you.

Caution:To avoid damaging the HP OfficeJet, do not use the docu-
ment carrier to protect anything thicker than a photograph.

Scanning from the Document Assistant

O Load your document in the document tray with the printed side
facing away from you. You can load up to 20 pages (see Step 2 for
page-loading restrictions with certain settings), or a single document
carrier. If necessary, slide the document guides on the tray to the left
or right to adjust them for the width of your document. (If you're
using a document carrier, load it in the tray with the sealed edge
down.)

Now look at your computer screen. The OfficeJet Document Assis-
tant asks you what you'd like to do with the document.



When you load your - More

document, the Document
Assistant asks you what
you want to do.

@ Click Scanand the Scan Settings dialog box will be displayed.

HP Officedet Series 500 Scan Settings EHE

— Optimize the scan for

Scan text for
Change any of the scan . ™ 2diting (OCR) L
. . Phata o
settings, then cliclStart Scan - -
' Graphic 5 e
can using:
Other 300%300
[Custom Settings) | dots perinch
Approximate image Black & ‘white

zize per page 1027 K

Contrast
1
- " )
Jj Lighten Mormal Darken

Start Scan I Lancel | Help

Make any changes you'd like to any of the settings.

* Text is factory-selected. Use this setting to make the words and sim-
ple line drawings in your document appear to be the clearest ele
after scanning. You can scan up to 20 pages, or a single docum
carrier with this selection.

Note: Do not clickScan text for editing (OCR)unless you want to
do OCR scanning; refer to “Scanning Your Document to Edit the
Words (OCR)” later in this chapter for OCR scanning instructions

* Click Phototo make photographs in your document appear to be
sharpest elements after scanning. You can only scan one page
time with this selection.

* Click Graphic to make more complex illustrations or graphic
images in your document appear to be the sharpest elements after
scanning. You can only scan one page at a time with this selection.




Change the file name,

Save jn: 2 images ﬂ ﬁ‘F i EE
zcanl.po ﬁDESktOD =
locati type in the My Computer
ocation, or typ =9 3% Floppy (4]
i = Hard_disc_c [C:] -
Save As dialog box. e
HF Officelet Series 500
&) -
File name: Iscan‘l Save I
Save as type: IPD< File[*. pox] j Cancel |

* Click Other to choose one of the custom scanning settings. You can
only scan one page at a time when you choose grayscale

scanning.

Notice that the Resolution setting and the scanning method (black-
and-white or grayscale) for the selection is shown on the right side of
the dialog box (for example, 300 x 300 dpi and black-and-white for
Text).

For more information about the Optimize settings or the Contrast set-
tings in the Scan Settings dialog box, click iHedp button.

© Click Start Scanto begin scanning.
Your scanned image will be displayed in the Image Viewer window.

(To cancel a scan in progress, click @encelbutton in the HP
OfficeJet’'sUploading Imagescreen, which is displayed during scan-

ning.)
@ Use the tools in the Image Viewer window if you want to
modify the scanned image

To view multiple scanned pages, click the right and left arrows in the
tool bar.

For instructions on using the Image Viewer tools, pull down the Help
menu in the Image Viewer window and seldetp Topics.

Now that you're finished modifying the image, you can save it and
then either copy-and-paste or import it into a document.

B Pull down theFile menu and sele@ave The Save As dialog
box will be displayed:

Save As

Your first scanned image will be assigned the name “scanl,” and sub-
sequent images will be named “scan2,” “scan3,” etc. Or you can
change the name of your scanned document in the “File name” box.

If you don’t change the location in tiBave inbox, your scanned
image will be saved to:/Program Files/HP OfficeJet Series 500/
Images(Windows 95 users) or w/HPOJ_500/ImageqWindows
3.1 users).



Select the file format you want in ti$awve as typeox.

@ cChoose either of the following methods to place the scanned
image into a document:

To copy-and-paste the scanned image into a document:

a) From the Image Viewer, select the entire image (ch8eset All
from theEdit menu), or the portion of the image that you want to
keep (use the Image Viewer tools), then selegiy from theEdit
menu.

b) Open the document in your software program where you want to
place the image.

c) SelectPastefrom theEdit menu.
OR
To import the scanned image into a document:

a) Open the document in your software program where you want to
place the image.

b) Selectmport File (or whatever command your software program
uses) from thé&ile menu. (Check your software program’s documen-
tation if you can’t find which command to use.)

c) Browse to the location in which you saved the scanned image and
select its file name.

Scanning directly into your
TWAIN-compliant software program

Some software programs use an industry standard called TWAIN to
allow images to be acquired directly from scanners. This eliminates
some steps from the scanning procedure.

How to tell if your software program
supports TWAIN

At the time of this printing, only a few software programs support the -
TWAIN standard. Typically, they are image-processing and graphics@
programs. To find out if your application uses this standard:

* Look for Acquire or Acquire Image under the File menu.

* Check the software’s documentation. If you can’t find any refer-
ences to TWAIN, your program doesn’t support it.

* Check the Software Compatibility Matrix that's available on the HP
OfficeJet Series 500 CD in the Reference Shelf. This document main-
tains an updated list of popular software programs that are TWAIN-
compliant.

How to scan with TWAIN

Note: If your software program does not support TWAIN, the follow-

S
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ing procedure will not work.

O Make sure your software program haslttie OfficeJet Series

500 selected as the scanning sourddsually, you can check this by
choosing Select Source from the File menu or by selecting Acquire/
Select Source from the File menu in your software program.

If you can'’t find where to select the scanning source in your software
program, check the program’s documentation.

(2] Open the filein your software program where you want the
image to be placed.

©® Load your document in the document tray with the printed side
facing away from you (as many pages as your software program will
allow, or a single document carrier). If necessary, slide the document
guides on the tray to the left or right to adjust them for the width of
your document.

Note: If the Document Assistant is displayed at this point, please
close it.

@ SelectAcquire Image from theFile menu in your software pro-
gram. (Some programs may have a slightly different command, like
Acquire.)

If the Scan Settings dialog box is displayed (illustrated on page 5-3),
choose from the many scanning options, or dtiekp for informa-

tion about the options. Some applications scan using their own set-
tings, however, and in this case the Scan Settings dialog box won't be
displayed.

The image will be scanned directly into your application. Now you
can edit the image using the tools in your TWAIN-compliant soft-
ware program.



Scanning Your Document to
Edit the Words (OCR)

Scan using thepgical character @cognition (OCR) method when
your original document has words that you want to edit in your word
processing program.

When you scan using OCR, each separate letter and character in your
document is compared to a library of letters and characters that have
been programmed into the OCR software. When the software finds a
match, it's placed in your word processing program.

Keep in mind that this technology isn’t perfect. After OCR scanning,
you'll still need to proofread your document carefully to make sure
none of the letters or characters have been misinterpreted by the soft-
ware. Even a spell checker won't catch everything.

For more information about the OCR software, refer to the Caere doc-
umentation that was shipped in the box with the HP OfficeJet, the
OmniPage Limited Edition User’'s Guide

To scan using OCR:

O Load your document in the document tray with the printed side
facing away from you (up to 20 pages, or a single document carrier).
If necessary, slide the document guides on the tray to the left or right
to adjust them for the width of your document.

Now look at your computer screen. The OfficeJet Document Assis-
tant asks you what you'd like to do with the document.

Help More

When you load your
document, the Document
Assistant asks you what
you want to do.

@ Click Scanand the Scan Settings dialog box will be displayed.



© Click theText andScan text for editing (OCR)checkboxes.

Click Scan text for editing
(OCR) to edit the words in

your document.

@ Click Start Scan

HP Officedet Series 500 Scan Settings

— Optimize the scan for

& Teut
iScan text for}
W ding [0CA)
" Photo
r .
Erpi Scan using:
~ Dther 300x300
[Custorn Settings] | dots perinch
Approximate image Black & ‘white
zize per page 1027 K
Contrast
1
- " )
Jj Lighten Mormal Darken
Start Scan I Lancel Help

Your document will be scanned into the word processing program
that you selected when you first installed the OmniPage OCR soft-
ware (at the end of the HP OfficeJet software installation procedure).

Note: To change the selected word processing program, double-click
theHP OfficeJet Managericon on your Windows desktop, cliekP
OfficeJet and selecSettings and Maintenanceclick theSoftware
tab, and select from tH&le format for OCR results menu.

@ Edit and proofread your scanned document.



Printing

Read this chapter to learn how to select and

load paper, envelopes, and other media, how to
find and use the print settings, and two ways to begin printing — from your
Windows software program and from the HP OfficeJet Manager software.

Using Paper and Other Media Types ............cceeuueees 6-2
* Selecting paper/media types and sizes...........cccuuue... 6-2
* Loading tips for paper and other media................... 6-3
Loading plain and special papers.......cccccceeeevvevivviniieneneenn. 6-3
Loading letterhead paper........ccccceevveviiiiiiiiiiiniie e, 6-3
Loading the single-envelope slot ...........ccoooovvvriiiiiiinennnn. 6-4
Loading multiple envelopes.........ccccccvieei i, 6-4
Loading tranSparenCies .......ccooeeveeeeeeeiieeeee e e 6-5
Using the Print Settings ........coovvvviiiieiiiveiie e 6-6
* Locating the print SettNgS.........uvvveveiieiiiniiiieniins 6-6
 Using the Paper tab settings ...........cccccceveeievieiiiiineen 6-6
* Using the Setup tab settings.........ccccceeveiiiniieeeeeeeeeee 6-7
Print quality and Speed..........cccccuiiiiiiiiiiiiiee e 6-7
Printing iN COlON ..o 6-7
Printing in graysSCale ..........ccccooiiiiiiiiiieeeee e 6-8
* Using the Advanced tab settings...............cccccvvvvvennen. 6-8
Printing from Your
Windows Software Program.............cccceeeeeennnnn. 6-9
Printing from the HP OfficeJet Manager.............. 6-9
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Selecting paper/media types and sizes

The HP OfficeJet can print on any of the following paper and media
types. Refer to Chapter 8 for HP paper/media ordering information.

Note: To produce intense, high quality color printing results, use HP

Premium InkJet Paper or HP Premium Glossy Paper.

Types of Media Sizes of Media* Weight
Plain Paper U.S. letter =8.5x 11 in 20to 321b
U.S.legal=85x 14 in
U.S. executive = 7.25 x 10.5|in
A4 =210 x 297 mm
A5 =148 x 210 mm
B5 =182 x 257 mm
Envelopes U.S.#10=4.12x9.5in n/a
U.S.#9=3.88x8.88in
DL =110 x 220 mm
C6 =114 x 162 mm
A2 =111 x 146 mm
Cards U.S. index cards =4 x 6in, |40to 60 Ib
and 5x8in
A6 =105 x 148 mm
HP Premium InkJet Paper U.S. letter =8.5x 11 in n/a
A4 =210 x 297 mm
HP Premium Transparency Film |U.S. letter =8.5x 11 in n/a
HP Bright White Paper
HP Premium Glossy Paper
HP Greeting Card Paper
Avery paper labels(for InkJet print-
ers)
* Refer to the “Printing Specifications” section in Chapter 8 for the printing margins (maxXimum
printable area) of each media size.

Loading tips for paper and other media

Most papers have a side that's been conditioned for printing and a
side that’s not conditioned for printing. The so-called “print side” is
usually indicated on the paper’s packaging. Before loading, check
your paper’s packaging to determine which is the print side, and

always load with the print side facing toward you



For more detail on paper-tray loading, refer to the step-by-step, illus-
trated instructions in Chapter 1, “Step 5. Load the Paper Supply.”

Loading plain and special papers
* Refer to the following maximums when loading paper:

Plain paper (20-Ib bond) Up to 150 sheets
HP Premium InkJet Paper Up to 100 sheets
HP Bright White Paper Up to 150 sheets

HP Premium Glossy Paper  Up to 50 sheets
HP Greeting Card Paper Up to 50 sheets

Avery paper labels Up to 25 sheets
Card stock Up to 50 sheets
—  Load sheets of the above-listed

The printside  paper with theorint side facing
of the paper  toward you.
5h0U|d face you Hp Premium InkJet Paper:

HP Premium Glossy Paper:

Load with the glossy side facing you.
Avery paper labels:

Load with the labels facing you.

.+ Before loading legal-size paper,
The legal extension or other extra-long paper, be sure
piece supports to pull up theegal extension
extra-long paper.  pieceat the back of the paper
tray. Note:If it's difficult to

extend the legal extension piece,
hold the side of the tray with one
hand, and pull up on the exten-
sion piece with the other hand.

Loading letterhead paper
* Load letterhead paper with

Load the theletterhead-edge down

letterhead-edge gnq facing toward you
down and

facing toward

Loading the single-envelope slot

* To print on a single envelope, it's most convenient to use the singl
envelope slot, so you don’t have to remove any paper you already@
have loaded in the paper tray.

uBungd -9



U * Load a single envelope as

Load a single shown, with theaddress-side fac-
— envelope with ing toward you and the stamp-
w the address edge down
8, facing you and * Change the paper size in the

the stamp-edge print settings to the envelope size
down. you loaded. Refer to “Using the

Paper tab settings” later in this
o] —_ chapter.

Loading multiple envelopes

0 Pull the document tray for-
Slide the right  ward and remove any paper from

paper guide the paper supply tray.
to the envelope @ Pinch and slide theght

position. paper guideto the envelope
position.

Load envelopes © Load the stack of envelopes
with the address  (Up to 10) with theaddress-side
: facing toward you and the
Iﬁglr;?aﬁ)u_sgde stamp-edge downAlign the right
d p-edg edge of the stack with the right
own. paper guide.

Slide the left @ Pinch and slide theft paper
paper guide guide until it touches the left edge
to the edge of the envelope stack.

[ ofthe envelope @ Push the document tray back-
X ward until it rests against the
paper tray.

Loading transparencies

* Load transparencies (up to 50)
U i_oad the . with theadhesive-strip edge
ransparencles. 4qyn and facing away from

with the rough vy, “and the rough side facing
side facing toward you. The arrows on the
you andthe  adhesive strip will be on the side
adhesive-strip of the transparency that faces
edge down. away from you.




Locating the print settings
Two of the ways you can locate the print settings are described below.

Note: There are other ways to locate the print settings, but the paths
are specific to the Windows version you’re running — Windows 3.1 or
Windows 95. Refer to your Windows documentation for instructions.

* From within your Window’s software programs. Use this
method to make temporary (per job) changes to the settings. Typi-
cally, you first selecPrint or Print Setup from the File menu of
your software program, then sel&sttup. However, each software
program determines the path you need to take through its menus
and printer setup dialog box in order to display the print settings.

* From the HP OfficeJet Manager.Use this method to change the
factory (default) settings, which will be applied to all print jobs
until you change the setting. Double-click the OfficeJet
Manager icon on your Windows desktop, then cliekint and
selectPrint Settings.

Using the Paper tab settings

Use thePapertab to change the paper orientation, the paper size, the
paper type, the sequence of the pages, and the number of copies.

For detailed information about each setting, clickHiedp button at
the bottom of the dialog box, then click tReferencetab.

HP Officedet Series 500 Printer EHE
Paper | Setup | Advanced |
Orientation
The Paper tab
in the print settings 0  Landscape
Paper Size: |Letter [BE5x11in] j|
Faper Tvpe: | Flain Paper j|
I Last Page Frints First (Gaiss 1 %II
®300.41
Default | Help | [ (o Ranan
0K I Cancel |
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The Setup tab
in the print settings

Using the Setup tab settings

Use theSetuptab to control the print quality, the print speed, and the
ColorSmart print settings.

For detailed information about each setting, clickHiedp button at
the bottom of the dialog box, then click tReferencetab.

HP Officedet Series 500 Printer EHE

Paper | Setup | Advanced |

- {SolorSmart

" Manual Wt |

[~ Print in Grayscale

— Print Cluality

 Best & Nomal " EconoFast

™ Image Colar Matching

Defaut | Heb | [ o

0K I Cancel |

Print quality and speed

Normal is the factory-set quality. It has medium quality and medium
speed: 2.5 pages per minute (ppm) for monochrome printing, and 0.7
ppm for color printing.

ChooseEconoFastfor draft quality and the fastest speed: 4 ppm for
monochrome printing, and 1 ppm for color printing.

ChooseBestfor the highest quality output. It has the slowest speed: 1
ppm for monochrome printing, and 0.3 ppm for color printing.

Printing in color

The HP OfficeJet prints in color when a color-capable software pro-
gram is used with the HP OfficeJet Manager software.

To print in color, be sure you have created color text or pictures
within your document, then make sure color printing is turned on in
your software program. Color printing is typically turned on as the
factory setting in your software program’s Print dialog box.

The HP OfficeJet is factory-set to print in color; however, if you have
changed the settings, be sure Alieomatic ColorSmart option is
selected and therint in Grayscale option is unselected in the Setup
tab of the print settings.



The quality of your color printing depends partly on how the four inks
— black, cyan, yellow, and magenta — are placed on the printed
page. Your HP OfficeJet uses HP’'s ColorSmart technology to intelli-
gently analyze your documents at the time of printing to provide the
best color output. ColorSmart identifies each element on a page —
text, simple graphics, or complex graphics such as photographic
images — and automatically applies the appropriate color settings to
each element during printing.

Printing in grayscale

If you want to economize on the use of the color print cartridge, or if
you want to print significantly faster, print draft copies of your color
documents in grayscale.

* To print in grayscale, select tReint in Grayscale option in the
Setup tab.

Using the Advanced tab settings

The Help system recommends that aligning or cleaning the print car-
tridges may solve some printing problems. If this corrective action is

recommended for your particular problem, click the appropriate but-

ton in thePrint Cartridge Maintenance area in theddvancedtab.

If you print from DOS programs that run under Windows, you may
need to change thHeaper Size Character Set or Form Feed Time-
out settings in thédvancedtab.

For detailed information about each setting, clickHledp button at
the bottom of the dialog box, then click tReferencetab.

HP Officedet Series 500 Printer EHE

Paper | Setup | Advanced |

~ Piint Cartridge: Maintenance
| Align Frint Cartridges.
Advanced tab | CleanPrint Cartiidges.
in the print settings

— D05 Print Setup
Paper Sizs: [Lstier (85411 in.] =l
Character Set: | PC-8 [Code Page 437) j|
IV Form Feed Timeout Eigmais

Detaut [ (5 i A
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O n your software program, seldetint from the File menu. The
software program’s Print dialog box is displayed.

@ Make sure theiP OfficeJet Series 500 Printeiis the selected
printer, then selecll, Current Page, or the specific pages of the file
you want to print and the number of copies.

© If necessary, change any of the other print settings (in the three
previously-described tabBaper, Setup, and Advancepby clicking
Properties, Printer Setup,or Printer in the program’s Print dialog
box orPrint, Print Setup, or Page Setugn the File menu. Changes
made to these print settings will affect only the current print job.

Note: Instead of Print, Print Setup, or Page Setup, your program may
have another similarly-named option in the File menu.

@ Click Print to begin printing.

O i necessary, change any of the print settings (irfPteer,
Setup andAdvancedtabs) using either of the methods described in
“Locating the print settings” earlier in this chapter.

@ Double-click theHP OfficeJet Manageron Windows desktop.

@ Click Print and selecPrint from the menu. The Print dialog box
will be displayed.

O select the file you want to print and click thent button.



Getting Help

djaH Bumeo 2

Read this chapter to learn how to answer any
guestions you may have while using your
HP OfficeJet. You'll find many sources of helpful information, plus you'll
learn where to look up any displayed messages you may find confusing,
how to clear error messages, and where to find additional troubleshooting

information.

Sources of Information and Help..................oc.. 7-2
Using the HP OfficeJet's Help System................... 7-5
Understanding the Messages Displayed................. 7-6

on the HP OfficeJet’s Keypad



Follow these four steps if you encounter a problem:

O Review this chapter and the Help system for problem-

solving information.

Thefastestway to solve most problems is to take the corrective steps
outlined in this chapter, or in the Help system.

* If you're not sure about the meaning of a displayed message, or you
want to know how to clear an error message, refer to “Understanding
the Displayed Messages” later in this chapter.

* If you experience a problem while using the HP OfficeJet, refer to
theTroubleshootingtopics in the Help system. (See “Using the Help
System” later in this chapter to loc&teubleshooting help topics).

* Explore theHow Do I? topics in the Help system if you want step-
by-step instructions or maintenance information. (See “Using the
Help System” later in this chapter to locatew Do 1? help topics.)

* For additional problem-solving tips, try using the following support
services: HP’s on-line support, HP’s fax-back support, or the HP sup-
port Web site. (To access these services, refer to the table on the next
page.)

@ Make sure you are operating your HP OfficeJet in the

correct environment.

The HP OfficeJet is not supported in any of the following situations:

* Roll-over phone systems (such as the automatic answering systems
often used in large companies), voicemail, call waiting, and some
other advanced features provided by your phone company.

e PC local area networks
e Windows NT
e Switch boxes

 External parallel-port peripheral connections, such as a Zip drive
(The HP OfficeJet must be connectikctly to an LPT port on your
computer.)

©® Gather some basic information if you plan to call HP for
help.

If you suspect that your HP OfficeJet will have to be returned for
repair, be sure to have the following information readily available
before you contact HP or your dealer:

* Product name, model number (printed on the keypad), and serial
number (printed on the back of the HP OfficeJet),

* A description of the problem, including any error messages, and
* Purchase date and proof of purchase.



Note: If you're unsure of the warranty coverage, refer to the “Hewlétt=

Packard Limited Warranty Statement for Teleconnected Products,” a
short document in the box with the HP OfficeJet. CG.?
O call your dealer or the HP Customer Support Center. (Refer é
to the phone numbers on the following pages.) -

If you're unable to resolve your problem after reviewing this chapter,®
either contact your dealer or the HP Customer Support Center for ful
ther assistance.

An HP Customer Support representative will work with you to

quickly determine and solve any problems you may have, and let you
know whether repair is necessary.

Caution:To avoid printing problems and ink spillage, please remove
the print cartridgebeforerepackaging and shipping the HP OfficeJet.

Organization

Telephone
Number

Support
Provided

Hours of
Operation

HP Reseller
Locator Service

(800) 243-9812

Help locating the
nearest HP
authorized dealer.

24 hours per day
7 days per week

Internet/World
Wide Web

http://www.hp.com/
go/cposupport

Information on
products, printer

drivers, and support.

24 hours per day
7 days per week

America Online

To become a
subscriber, call
(800) 827-6364.

Log on and at the
prompt, type:
HP or HP Support

(AOL connect
charges apply to
caller)

Interactive dialog
with worldwide HP
customer commu-
nity. Exchange of
information and links
to the HP electronic
support center hom
page on the World
Wide Web. Drivers
and support
documentation.

24 hours per day
7 days per week

CompuServe

To become a

subscriber, call
(800) 524-3388 and
ask for Agent #51.

Log on and at the
prompt, typeHP

(CompusServe
connect charges
apply to caller)

Same as above.

24 hours per day
7 days per week

HP FIRST Fax-
back

(24-Hour automatec
faxback support
service)

(800) 333-1917
Press 1 for faxed tig
or

1(208) 344-4809

Detailed product
support information
on common soft-
ware applications
and troubleshooting
tips (all sent by fax)

24 hours per day
7 days per week




Organization

Telephone
Number

Support
Provided

Hours of
Operation

HP Bulletin
Board Service

(Real-time access
over modem)

(208) 344-1691

Electronic downloa@4 hours per day

of HP product infor-
mation, troubleshoo
ing hints and update
HP printer driver
information.

t7 days per week
d

HP Customer
Support Center

(208) 323-2551

Technical assistan
with setup and
operation. Repair
information and
exchange program
information.

@&00 am - 10:00 pm
MST

Mon-Fri

9:00 am - 4:00 pm
MST
Sat

Post Warranty
Information

(Fee-based support

)

(900) 555-1500
($2.50* per minute
U.S. charges start
only when you con-
nect with a support
technician)

or

(800) 999-1148
($25.00* fee per cal
U.S. Visa, or
MasterCard)

* Prices subject to
change without notice

Post-warranty
assistance on prod-
uct questions and th
most common
software
applications.

6:00 am - 10:00 pm
MST
®on-Fri

9:00 am - 4:00 pm
MST
Sat

HP OfficeJet
Software by Malil

(888) HP DISKS

Order floppy disks
you don't have a

CD-ROM. Obtain
future software

iB:00 am - 5:00 pm
EST weekdays

updates.
HP Direct (800) 538-8787 Customer-orderable 6:00 am - 5:00 pm
Ordering supplies and accessBST weekdays

ries, and some docu-

ments.

(800) 227-8164 Order user’s guides|.

HP North (800) 633-3600 ~ HP service contrac4 hours per day
American information. 7 days per week

Response Center




Using the HP OfficeJet’s Help

System

The HP OfficeJet Series 500 Help system was designed to give
the information you neeavhenyou need it - Help will even guide

you step-by-step through solving problems.

Just click theHelp button on any of the HP OfficeJet dialog boxes

when you need it, or explore the many topics from the main menu of

Help.

Here's how to access the main menu:

O®on your Windows desktop, double-cliele OfficeJet Manager.
The HP OfficeJet Manager menu will be displayed.

The HP OfficeJet Manager

menu.

o€ HP Dfficelet Manager

HP thce}et

t ol

@ Click theHelp button in the upper right-hand corner. The main
menu of the Help system will be displayed.

The main menu of
the Help system has
three tabs: How Do
I?, Troubleshooting,
and Reference.

E HP Dfficedet 500 Series Help v. 0205

HP OfficeJet Manager

How Do I? Troubleshooting Reference

A printing
_I Copying
_I Faxing

_I Scanning

1000

Select the button next to the topic you want to learn how to do.

_I Maintzining the HP OfficeJet

=1 3

[ (5 el

Click through each of the three main menu tabs to learn more about
the types of help that are available to you.



How Do 1? - Provides step-by-step instructions on accomplishing
your tasks.

Troubleshooting - Helps you pinpoint the causes of problems and
solve any difficulties you may experience.

Reference- Contains other information you might like to know about
your HP OfficeJet, as well as a detailed guide to using each feature in
the OfficeJet software.

? - Help is also available in every HP OfficeJet dialog box. Click the
? in the upper right corner of the dialog box, then click the setting you
want to know more about. A brief description of the setting will be
displayed.

The following messages are listalphabeticallyfor easy reference.

This keypad : . And this action is
) Has this meaning: _
message: recommended:

Black ink low The black print cartridgeYou are the best judge of when
may be low on ink. it's time to replace the black

Depending on the densitprint cartridge.

of ink in your printouts, After this message is displayed,

you may be able to printcheck your printouts periodi-

up to 50 pages more  cally. When the quality of the

before the black print  black ink in your printouts

cartridge runs out of ink.becomes unacceptable, remove
the used print cartridge and
replace it with a new one (HP
part number HP 51629A).
To display step-by-step, illus-
trated instructions on your com-
puter screen, follow this patAP
OfficeJet Manager/Help/How Do 1?/
Maintaining the HP OfficeJet/
Replacing print cartridges.



This keypad , o And this action is
; Has this meaning: }
message: recommended:

Clear document jam, the®ne of the following hase Remove the document from the

press START.

happened: document tray*, then reload it
* Your document jammednd pres$tart to clear the mes-

while being fed through sage. Re-start your job.
the document tray, or  Note: Do not load documents
e The HP OfficeJet that are longer than 14 inches

loaded multiple sheets of3°-6 €M)-

your document simulta- *If the document is jammed, lift the
neously, instead of one atover and clear the jam. To display
atime, or document jam-clearing instructions

n your computer screen, follow this
: You loaded a docume ath: HP OfficeJet Manager/Help/
in the document tray Troubleshooting/Scanning/Paper is
that's longer than the 14jammed or isn’t feeding properly/
inch (35.6-cm) maxi-  Document is stuck in the HP Office-
mum. Jet.

Clear paper jam, then
press START.

and

Clear paper jam

gan:pgfn?; following has G Remove the paper from the

* Paper jammed while paper supply tray.
being fed through the 2] Open the cover and clear
paper Supp|y tray, or the paper path (TO dISplay step-
«Th i by-step, illustrated instructions
The HP OfficeJet n your computer screen, follow
loaded multiple sheets OFhis pathHP OfficeJet Manager/
the paper supply simultage|n/How Do I12/Maintaining the HP
neously, instead of one abfficeJet/Clearing a paper jam.)

a time, or . 9 Pull the document tray for-
* The paper you loaded i 314, reload the paper* into the
the paper supply tray is paper supply tray, then push the
longer than the 14-inch gocument tray back into place.
(35.6-cm) maximum. * |f you have plain paper loaded,
turn over the stack of paper before
reloading it, so that any curl in the
paper is reversed.
Note: Do not load paper that’s
longer than 14 inches (35.6 cm)
into the paper supply tray.

@ PressStart to clear the mes-
sage and reset the HP OfficeJet.
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This keypad , o And this action is
; Has this meaning: }
message: recommended:

Clear paper/document One of the following has
jam, then power Off/On. happened:

@ Open the cover and clear

X o the paper path. (To display step-
* A serious print jam haspy-step, illustrated instructions
occurred, or on your computer screen, follow
* You manually moved this pathHP OfficeJet Manager/
the print cartridge holderHelp/How Do I?/Maintaining the HP
out of its position, or OfficeJet/Clearing a paper jam.)

«Partof the prining @ Remove any documents
mechanism has been from the document tray.

damaged. @ Reset the HP OfficeJet by
pressing thén/Off button on
the keypad twice (this turns it
off, then on again), then click the
Reconnect Nowbutton on your
computer screen.
If this doesn’t clear the display,
try unplugging and replugging
the power cord from the wall.
If the message still isn’t cleared,
write it down and call the HP
Customer Support Center at
(208) 323-2551 for help.

Close cover One of the following ha€lose the cover on the front of
happened: the HP OfficeJet, and make sure
* The cover of the HP  You hear the “click” that tells
OfficeJet was opened. m‘;_'tz comﬁle}ely E[:Losed.

is doesn't clear the message,
* The sc(:janner_ C.O\lerl;’vgsfollow the instructions under the
removed or misinstalled.«rep|ace scanner cover’ mes-
o _ sage later in this table.
Print jobs will be sus-  Any print jobs that were sus-
pended temporarily, andpended will continue normally.
alllf)tger jobs will be can~y o, will need to re-start any
celled. faxes you were sending, and any
copy or scan jobs.
Copy failed The HP OfficeJet ran outopy using the HP OfficeJet’s

of memory while copyingDocument Assistant screen on
your document. your computer, instead of from
the keypad.
Copies made from the Document
Assistant use your computer’s
memory, which is more exten-
sive than the HP OfficeJet’s
memory.
Refer to Chapter 4 for step-by-
step copying instructions.



Dialed fax busy

This keypad , o And this action is
; Has this meaning: }
message: recommended:
While sending a fax, th@ o redial the fax number, you
HP OfficeJet encoun-  can do either of the following:
tered a busy signal.  « yoy can press theedial but-
ton to redial the fax number
manually, or

¢ |f the Automatic Redial feature
is turned on (the factory setting),
the number will be automatically
redialed at intervals.

Refer to the “Redialing a fax
number” section in Chapter 3 for
redialing information.

Doc memory full

The HP OfficeJet’s docuFhis message should clear auto-

ment memory has been matically when the next task

completely filled. starts (for example, when you
start a copy or receive a fax).

¢ If this message persists, press
the On/Off button twice to reset
the HP OfficeJet, then click the
Reconnect nowbutton on your
computer screen.

Fax send failed

An error occurred duringefer to the Fax History log for
faxing. the reason the fax failed, then try
resending if appropriate.
To display the Fax History log
on your computer screen, follow
this path:HP OfficeJet Manager/
Fax/Fax History/Sent Faxes tab.

Getting document from
PC

A document is being No action is required.
transferred from your

software application to

the HP OfficeJet in prepa-

ration for faxing it.

Group fax failed

An error occurred duringrefer to the Fax History log for
faxing to a group of fax the reason the fax failed, then try
numbers. resending, if appropriate.

The HP OfficeJet may To display the Fax History log
have faxed successfully on your computer screen, follow
to someof the group of this path:HP OfficeJet Manager/
fax numbers. Fax/Fax History/Sent Faxes tab.
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This keypad And this action is
) Has this meaning: _
message: recommended:

If new black cartridge,
press 1.
If used, press 2.

You have just installed alf you removed a used cartridge
black print cartridge. and replaced it with a brand new
You are being promptedone:Press 1 on the keypad. A
to specify whether you Message on your computer
removed and replaced ascreen prompts you to align the
used cartridge, or whethdtew print cartridge; this action is
you installed a brand newecommended for best output.
cartridge (just out of the If you removed a used cartridge
box). and replaced the same cartridge:
Press 2 on the keypad.

If new color cartridge,
press 1. If used,
press 2.

You have just installed alf you removed a used cartridge
color print cartridge. and replaced it with a brand new
You are being prompted one:Press 1 on the keypad. A
to specify whether you Mmessage on your computer
removed and replaced ascreen prompts you to align the
used cartridge, or whethdtew print cartridge; this action is
you installed a brand newecommended for best output.
cartridge (just out of the If you removed a used cartridge
box). and replaced the same cartridge:
Press 2 on the keypad.

Ink drying, press STARTTo avoid smearing, the No action is required.

to cancel.

ink on the printout in the Optional: To skip the ink drying
output tray requires timetime and continue your current
to dry. job: Remove the top page from
The HP OfficeJet will  the output tray, then press the
display this message for Start button to clear this mes-
up to six minutes. sage.

Nothing will be printed

during the ink drying

time.

Insert black cartridge

You removed the blacKnstall a black print cartridge.

print cartridge from its  |f you're replacing a used black
holder. print cartridge with a brand new
Most HP OfficeJet func- one, and you want step-by-step,
tions are inoperative untilllustrated instructions displayed
the black print cartridge i®n your computer screen, follow
replaced. this path:HP OfficeJet Manager/
Help/How Do I?/Maintaining the HP
OfficeJet/Replacing print cartridges.

Insert color cartridge

You removed the colorinstall a color print cartridge.

print cartridge from its  |f you're replacing a used color
holder. print cartridge with a brand new
Most HP OfficeJet func- one, and you want step-by-step,
tions are inoperative untilllustrated instructions displayed
the color print cartridge ison your computer screen, follow
replaced. this path:HP OfficeJet Manager/
Help/How Do I?/Maintaining the HP
OfficeJet/Replacing print cartridges.



This keypad , o And this action is
; Has this meaning: }
message: recommended:

Insert connector The fax/phone line con- For safety, press the

”ec.mf has been remove n/Off button to turn off the HP
(This is the connector t0 Ggfice Jet before re-installing the

which your phone cords t5x/hhone line connector.
are attached. It fits into

the back of the HP @ Re-install the fax/phone line

OfficeJet.) connector.

The HP OfficeJet can’t For illustrated instructions, refer

send or receive faxes untib Step 2 in théiP OfficeJet

the connector is replacederies 500 Ready/Setup/Go
guide.

9 Press then/Off button to
turn on the HP OfficeJet, then
click theReconnect nowbutton
on your computer screen.

Load A-size paper, then The paper or envelope . —
press START. you loaded in the paper G Do elther of the _foIIowmg.
supply tray has a nar- ® Load A-size paper in the paper
rower width than the supply tray, or
paper size that's neededs |t you're printing on envelopes,
for receiving faxes or - change the paper size (in your
printing. _ software program’s page setup
(A-size is letter-size  settings) to envelopes.
paper, 8.5 inches wide by,
11 inches high.) @ Press thstart button to
clear the message.

Load A4-size paper, themhe paper or envelope . —

press START. you loaded in the paper ® oo either of the following:
supply tray has a nar- © Load A4-size paper in the
rower width than the paper supply tray, or

paper size that's needed. |f you're printing on envelopes,

for receiving faxes or  change the paper size (in your

printing. software program’s page setup

(Ad-size is European letsettings) to envelopes.

ter-size paper, 210 mm

wide by 297 mm high.) @ Press thé&tart button to
clear the message.

Load doc to send You've specified that ytuwnad the document in the docu-
want to begin sending a ment tray that you want to send
group fax, but there’s noas a group fax. Then press the
document loaded in the Start button.
document tray.
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This keypad , o And this action is
; Has this meaning: }
message: recommended:

Load legal-size paper,
then press START.

The paper or envelope . .
you loaded in the paper @ Do e|ther.of the foII<_>wmg.
supply tray has a nar- ° Load legal-size paper in the
rower width than the paper supply tray, or

paper size that's neededs |t you're printing on envelopes,

for receiving faxes or - change the paper size (in your

printing. _ software program’s page setup

(Legal-size paper is 8.5 settings) to envelopes.

inches wide by 14 inches

high.) @ Press thstart button to
clear the message.

Memory full, press
START

While you were sending
group fax or making a a@ PressStart to clear the mes-

copy, the HP OfficeJet's S29€
memory filled to its @ select the appropriate case:

capacity. ¢ |f you were sending a group fax
from the keypad using a speed
dial code:
a) Send the document using the
Document Assistant (more mem-
ory is available), or
b) Send a document with fewer
pages.
¢ If you were making a copy:
Try copying from the Document
Assistant. For step-by-step illus-
trated instructions, refer to Chap-
ter 4.

No fax answered

There were no answeri@feck to make sure you faxed to
fax tones at the receivinghe correct number, then try
fax machine. sending the fax again.
If the recipient needs to receive
faxes manually, you may need to
call to notify the recipient that
you’re sending a fax.

No group send

You have begun real-tirse the dialing instructions in
dialing, and you entered the “Speed dialing” section of
speed dial code that's Chapter 3 (under “Sending
been assigned to a groufrom the keypad”).
of fax numbers.

In this situation, faxing to
a group is not allowed.



This keypad , o And this action is
; Has this meaning: }
message: recommended:

Off hook... You pressed tHstart Begin dialing the fax number to

button, and this gives yosend a fax using the real-time

a dial tone so that you cadialing method.

begin real-time dialing toFor step-by-step, illustrated

send a fax. instructions, refer to “Dialing in
real time” (under the “Sending
from the keypad” section) in
Chapter 3.

Phone off-hook You lifted the receiver ddegin dialing a phone or fax call
a phone that's attached at any time.
directly to the HP Office-
Jet, and you have a dial

tone.
Press START to While the HP OfficeJet Press thétart button to enter a
re-enter date, or was disconnected from valid date, or re-connect to your
STOP to skip. your computer, you computer.

entered an invalid date OWhen you re-connect the HP
the HP OfficeJet’s key- OfficeJet to your computer, the
pad. current time and date will be
The current date will be automatically sent to the HP
entered on the header ofOfficeJet. (See note below.)
the faxes you send, so

accuracy is important.

Press START to set timel'he HP OfficeJet was Press thétart button to begin
date, or disconnected from your entering the current time and
STOP to skip. computer and then lost date, or re-connect to your com-
power, so you are being puter.
prompted to manually  Note: When the HP OfficeJet is
enter the current time andonnected to your computer
date. (using the bi-directional parallel
Note: The current time cable that’s included in the box),
and date will be entered you won't need to set the date
on the header of the faxesnd time; the date and time on
you send, so accuracy isthe HP OfficeJet’'s message dis-
important. play are automatically loaded
from your computer. (Refer to
the illustrated connection
instructions in thdReady/Setup/
Goguide.)

Receive failed While you were receivini you know the identity of the
a fax, a communication person sending the fax, call and
error occurred between ask them to resend it.
the HP OfficeJet and the
sending fax machine.
Failed transmissions are
most often caused by
“noise” on the telephone
line.
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This keypad And this action is
) Has this meaning: _
message: recommended:

Reconnect to PC

You replaced the origir@lick theReconnect now
fax/phone line connectorbutton on your computer screen.
with one that’s intended This message should be cleared.
for a different country, |f the message persists, try press-
then reset the HP ing theOn/Off button twice,
OfficeJet’s power. then clickingReconnect now
Faxing may not be possiagain on your computer screen.
ble until you reconnect
the HP OfficeJet to your
computer.

Redial inxxxs

You sent a fax that was You don’t need to do anything.
unsuccessful (due to a |f you prefer to manually redial

busy signal or no again right away, instead of wait-
answer). ing for the next automatic redial,
Now the Automatic press théredial/Pausebutton

Redial procedure has any time.

begun. The next redial - For jnformation about manual

will occur after the num- 5 automatic redialing, refer to

ber of seconds indicated-Regijaling a fax number”

on the message display. ynder “Using Advanced Fax
Features”) in Chapter 3.

Re-insert black cartridge The black print cartridgegemove the black print car-

has either been misin- tridge, re-install* it, and close
stalled, or it is defective. the cover.

Most HP OfficeJet func- If the message is still displayed,

tions will be inoperative try the above procedure one

until this problem is more time. If the message hasn’t

resolved. cleared, replace* the black print
cartridge with a brand new one.
*To display step-by-step, illustrated
instructions on your computer
screen, follow this path: HP Office-
Jet Manager/Help/How Do I?/Main-
taining the HP OfficeJet/Replacing
print cartridges.

Re-insert color cartridge The color print cartridg@emove the color print cartridge,

has either been misin- re-install* it, and close the cover.

stalled, or it is defective. |f the message is still displayed,

Most HP OfficeJet func- try the above procedure one

tions will be inoperative more time. If the message hasn’t

until this problem is cleared, replace* the color print

resolved. cartridge with a brand new one.
*To display step-by-step, illustrated
instructions on your computer
screen, follow this path: HP Office-
Jet Manager/Help/How Do I?/Main-
taining the HP OfficeJet/Replacing
print cartridges.



This keypad
message:

Reload document, then
re-start job.

: . And this action is
Has this meaning: recommended:

While copying, sending &Remove the document from the
fax, or scanning, the HP document tray, reload it, and re-
OfficeJet wasn't able to start the job you were doing.
load a sheet you placed iRote: You don’t need to reload
the document tray. pages that were already faxed.

Reload paper, then pres©ne of the following If there’s no paper in the paper

START.

problems has occurred: tray when the error occurred:
* There’s no paper in thePull the document tray forward,

paper supply tray, or  load paper in the paper supply
ray*, push the document tray

* Paper was loaded inco yack into place, and press the

rectly in the paper suppl¥s;4t putton

tray, or i If there’s paper in the paper tray

* The HP OfficeJet when the error occurred:

wasn'table toloada  Remgye the paper and stack it on

sheet from the paper 3 fa¢ surface. Pull the document

supply tray. tray forward, load the paper in
the paper supply tray*, push the
document tray back into place,
and press th8tart button.
*For step-by-step, illustrated paper-
loading instructions, refer to “5.
Load the paper supply” in Chapter 1.

Replace scanner cover

One of these problem®pen the HP OfficeJdet’s top
happened with the scan-cover, then perform the
ner cover: appropriate action:
¢ You removed the scandf the scanner cover is missing:
ner cover from inside theReplace the scanner cover* and
HP OfficeJet and didn’t close the top cover.
replace it, or
* You replaced the scan
ner cover incorrectly.

Scanner
cover

If the scanner cover is in place:

Remove the scanner cover?*,
replace it, then close the cover.
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This keypad : . And this action is
; Has this meaning: ;
message: recommended:

Replace wrong black
cartridge.

The black print cartridge Open the cover and remove the

you loaded is not sup- black print cartridge.

ported by the HP Office-Replace it with the correct black

Jet and will not work.  print cartridge, which has part

Most HP OfficeJet func- number HP 51629A.

tions will be inoperative To display step-by-step, illus-

until this problem is trated instructions on your com-

resolved. puter screen, follow this patAP
OfficeJet Manager/Help/How Do 1?/
Maintaining the HP OfficeJet/
Replacing the print cartridges.

Replace wrong
color cartridge.

The color print cartridge Open the cover and remove the

you loaded is not sup- color print cartridge.

ported by the HP Office-Replace it with the correct color

Jet and will not work.  print cartridge, which has part

Most HP OfficeJdet func- number HP 51649A.

tions will be inoperative To display step-by-step, illus-

until this problem is trated instructions on your com-

resolved. puter screen, follow this patAP
OfficeJet Manager/Help/How Do 1?/
Maintaining the HP OfficeJet/
Replacing the print cartridges.

Scan failed

The communication  Look at your computer screen
between the HP OfficeJdior any error messages, and take
and your computer failedhe recommended corrective
during scanning. action.

Speed dial empty

You tried to dial a speedhoose a speed dial code to
dial code that doesn’t  which you have already assigned
have a fax number stored fax number.
In it To check which speed dial codes
you've assigned, follow this path

to look in your Phone BookiP
OfficeJet Manager/Fax/Phone Book.

Storing received fax on
PC.

You have specified that No action is recommended.

received faxes should bero view your received fax on
stored on your computeryour computer screen, select it in
not printed from the HP {he Received Faxesab* and
OfficeJet. click View Fax.

This message is notifyin

q . .
ou that a received fax is_Follow this path to find the
i);] the process of being %Qecelved Faxes tab: HP OfficeJet

stored to your computer I'\:/I;Qee}sgtear[/)Fax/Fax History/Received
(PC).



This keypad : . And this action is -

; Has this meaning: } o

message: recommended: o

=

SYSTEM ERRORXXXX A very serious error has Press thén/Off button once to >
occurred that may reset the HP OfficeJet, then click 2

require the HP OfficeJet Reconnect Nowon your com- %

to be serviced. puter screen. If the message is | =

All HP OfficeJet func- cleared from the display, the
tions will be inoperative Problem has been solved and you

until this problem is can continue using your HP

resolved. OfficeJet normally.
If the message continues to be
displayed, there’s an internal
problem that requires servicing.
Please record the 4-digit error
number in the message, then
contact the HP Customer Sup-
port Center at (208) 323-2551.

XX Unassigned The displayed speed di@hoose a speed dial code to
code (XX) doesn’t have avhich you have already assigned
fax number stored in it. a fax number.

To check which speed dial codes
you’ve assigned, follow this path
to look in your Phone BookiP
OfficeJet Manager/Fax/Phone Book.

Will dial soon The HP OfficeJdet’'s fax No action is recommended.
line was unavailable
when trying to dial a fax
number.
The HP OfficeJet will try

to dial the number again
after a few seconds.

Wrong connector The wrong type of fax/ Write down the error message
phone line connector is and call the HP Customer Sup-
installed. port Center at (208) 323-2551.
(This is the connector to
which your phone cords
are attached. It fits into
the back of the HP
OfficeJet.)
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The specifications that follow are subject to change without notice.

Overall Specifications

Dimensions Operating Environment

With tray installed Temperature range for best print quality:
17.0w x 14.15d x 10.15h (inches) 15°C (59°F) to 35°C (95°F)
430w x 359d x 258h (mm)

Without tray installed Allowable temperature/humidity range:
17.0w x 11.25d x 8.15h (inches) 5°C (41°F) to 40°C (104°F)
430w x 285d x 207h (mm) 15-80% relative humidity non-condensing
Weight Maximum noise level generated:
15 Ib (6.80 kg) Sound Power, LwAd = 5.8 dB(A)
Sound Pressure, LpAm = 50 dB(A)
Power Supply S
120V, grounded Reliability
50,000 page life (printer)
Power Consumption 20,000 pages life (scanner) _
9 watts at idle, 25 watts maximum 830 printed pages per month maximum
Printing Specifications
Print Method Print Speed

Plain paper drop-on-demand thermal inkjd¥lonochrome
Best Mode = 1 ppm (page per minute)

Print Resolution Normal Mode = 2.5 ppm
Monochrome EconoFast Mode =4 ppm
Best Mode = 600 x 600 dpi Color
Normal Mode = 600 x 300 dpi Best Mode = 0.3 ppm
EconoFast Mode = 300 x 300 dpi Normal Mode = 0.7 ppm
Color EconoFast = 1 ppm
Best Mode = 300 x 300 dpi
Normal Mode = 300 x 300 dpi Software Compatibility
EconoFast = 300 x 300 dpi Microsoft Windows 3.1 and Windows 95.
Printer Command Language Also compatible with a range of DOS applications.

HP PCL Level 3 DOS software must be able to run under Windows.

Printer 1/O Interface
Bi-directional Parallel (Centronics) (continued on next page)



Printing Specifications (Continued)

Paper Sizes*
Plain paper
U.S. letter =8.5x 11 in
U.S.legal =8.5x 14 in
U.S. executive = 7.25 x 10.5 in
A4 =210 x 297 mm
A5 =148 x 210 mm
B5 =182 x 257 mm
Envelopes
U.S. #10=4.12x9.51in
DL =110 x 220 mm
D6 =114 x 162 mm
A2 =111 x 146 mm
Cards
U.S.index cards=4x6in;5x 8in
A6 =105 x 148 mm
Transparencies
U.S. letter=8.5x 11 in

* Maximum width = 8.5 in (214 mm)
Maximum length = 14 in (355 mm)

Paper/Media Types

Plain paper

Card Stock

Envelopes

HP Premium InkJet Paper

HP Premium Transparency Film

HP Bright White Paper

HP Premium Glossy Paper

HP Greeting Card Paper

Avery paper labels (for InkJet printers)

Faxing Specifications

Compatibility
ITU Group 3 fax / standard Error
Correction Mode (ECM)

Transmission Speed

6 seconds/page (ITU-T Test Image #1)

Modem Speed

Paper Weight
Plain =20to 32 |b
Card Stock =40 to 60 Ib

Paper Margins (Printing)*
Plain paper:
Top margin = 2.0 mm
Bottom margin = 14 mm
Left/Right margins:
U.S.=6.3mm
International = 3.4 mm

Envelopes and cards:
Top margin = 2.0 mm
Bottom margin = 19 mm
Left/Right margins = 3.2 mm

* These margins represent the maximum printable
area for this device. However, your printer driver may

create a smaller printable area.

Tray Capacities

Plain paper (20-Ib bond) 150 sheets
Card stock 50 sheets
Envelopes 10 envelopes
HP Premium InkJet Paper 100 sheets
HP Premium Transparency50 sheets
HP Bright White Paper 150 sheets
HP Premium Glossy Paper50 sheets
HP Greeting Card Paper 50 sheets
Avery Paper Labels 25 sheets

Fax Image Memory
OfficeJet 500

35 pages (ITU-T Test Image #1)
OfficeJet 520 & 570

45 pages (ITU-T Test Image #1)
OfficeJet 580

55 pages (ITU-T Test Image #1)
OfficeJet 590

14400, 12000, 9600, 7200, 4800, 2400 bps 65 pages (ITU-T Test Image #1)

Automatic Fax/Telephone Answer-
ing Machine (TAM) Switching
Yes

Distinctive Ring Detect
Yes

(continued on next page)
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Fax Specifications (Continued)

Fax Blocking/
Automatic Fax Forwarding*

Paper/Media Types (Faxes Sent)
Plain paper

HP OfficeJet Models 570, 580, and 590. HP Document Carrier Sheets

*This option is only available using the HP OfficeJet

Manager software.

Fax Resolution
Standard = 200 x 100 dpi
Fine = 200 x 200 dpi

300 dpi = 300 x 300 dpi
Photo = 300 dpi grayscale

Paper Sizes (Faxes Sent)*
U.S. letter =8.5x 11 in
U.S.legal =8.5x 14 in

A4 =210 x 297 mm

* Maximum Width = 8.5 in (216 mm)
Maximum Length = 14 in (355 mm)

Paper Weight (Faxes Sent)
20to 24 1b

Paper Margins (Faxes Sent)
Top margin = 3.0 mm
Bottom margin = 2.0 mm
Left/Right margins:

U.S. letter = 0.0 mm

A4 =0.0 mm

Document Tray Capacity
20 sheets of 20 |b bond paper

Speed Dial Numbers
OfficeJet 500 = 40
OfficeJet 520 = 80
OfficeJet 570 = 50
OfficeJet 580 = 80
OfficeJet 590 = 100

Copying Specifications

Copy Speed

1 ppm (page per minute) first page

2 ppm thereafter

Copy Resolution
Text setting = 600 x 300 dpi

Photo setting = 300 dpi grayscale

Multiple Copies
Up to 99

Copy Reduction/Enlargement*

50-200%

* This option is only available using the HP OfficeJet

Manager software.

Paper Sizes (Paper Tray)*
U.S. letter =8.5x 11 in
U.S.legal =8.5x 14 in

A4 =210 x 297 mm

* Plain paper only 20 to 32 Ib.

Paper Sizes (Document Tray)*
U.S. letter =8.5x 11 in

U.S. legal =8.5x 14 in

A4 =210 x 297 mm

* Maximum Width = 8.5 in (216 mm)
Maximum Length = 14 in (355 mm)

Paper Margins (Copying)
Top margin = 3.0 mm
Bottom margin = 2.0 mm
Left/Right margins:

U.S. letter = 0.0 mm

A4 =0.0 mm

Paper/Media Types (Document
Tray)

Plain paper

HP Document Carrier Sheets

Paper Weight (Document Tray)
20to 24 1b



Scanning Specifications
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Scan Resolution Paper Sizes (Document Tray)*
OfficeJet Models 500 and 520 U.S. letter=8.5x11in
300 dpi — up to 256 shades of gray U.S.legal =8.5x 14 in
OfficeJet Model 570, 580, and 590 A4 =210 x 297 mm
600 dpi — up to 256 shades of gray
(enhanced) * Maximum Width = 8.5 in (216 mm)
Maximum Length = 14 in (355 mm)
Paper Margins (Scannin )
Top?marging: 3.0(mm 9 Paper/Media Types (Document Tray)
Bottom margin = 2.0 mm Plain paper ,
Left/Right margins: HP Document Carrier Sheets
U.S. letter = 0.0 mm .
A4 =0.0 mm Paper Weight (Document Tray)
20to 24 Ib

To order the HP supplies and accessories listed below, contact your
nearest HP dealer. To order user’s guides, call 1-800-227-8164.

Supply/Accessor HP Reorder
PPl y Number

Bi-directional Parallel Interface Cable C2590A or C2591A
High Capacity Black InkJet Print Cartridge 51629A
High Capacity Color InkJet Print Cartridge 51649A
Media

HP Premium Transparency Film (U.S. letter) C3828A

HP Premium Transparency Film (A4) C3832A

HP Premium InkJet Paper (U.S. letter) 51634Y

HP Premium InkJet Paper (A4) 51634Z

HP Bright White Inkjet Paper (U.S. letter) C1824A

HP Bright White Inkjet Paper (A4) C1825A

HP Greeting Card Paper (U.S. letter) C1812A

HP Premium Glossy Paper (U.S. letter) C3836A

HP Premium Glossy Paper (A4) C3837A
HP OfficeJet Series 500 User’s Guide C3801-90001




You can obtain the current MSDS for the print cartridges (HP Part
Numbers 51629A and 51649A) used in the HP OfficeJet Series 500
by mailing a request to this address in the USA:

Hewlett-Packard

Direct Marketing Organization, Bldg. 51LSE
P.O. Box 58059

Santa Clara, CA 95051-8059

The following sections describe the product requirements from the Federal
Communications Commission (FCC, U.S. only).

Notice to Users of the U.S. Telephone
Network: FCC Requirements

This equipment complies with FCC rules, Part 68. On this equipment is a
label that contains, among other information, the FCC Registration Number
and Ringer Equivalent Number (REN) for this equipment. If requested, pro-
vide this information to your telephone company.

An FCC compliant telephone cord and modular plug is provided with this
equipment. This equipment is designed to be connected to the telephone net-
work or premises wiring using a compatible modular jack which is Part 68
compliant. This equipment connects to the telephone network through the
following standard network interface jack: USOC RJ-11C.

The REN is useful to determine the quantity of devices you may connect to
your telephone line and still have all of those devices ring when your number
is called. Too many devices on one line may result in failure to ring in
response to an incoming call. In most, but not all, areas the sum of the RENs
of all devices should not exceed five (5). To be certain of the number of
devices you may connect to your line, as determined by the REN, you should
call your local telephone company to determine the maximum REN for your
calling area.

If this equipment causes harm to the telephone network, your telephone
company may discontinue your service temporarily. If possible, they will
notify you in advance. If advance notice is not practical, you will be notified
as soon as possible. You will also be advised of your right to file a complaint
with the FCC.

Your telephone company may make changes in its facilities, equipment,
operations, or procedures that could affect the proper operation of your
equipment. If they do, you will be given advance notice so you will have the
opportunity to maintain uninterrupted service.

If you experience trouble with this equipment, please contact the manufac-



turer, or look elsewhere in this manual, for warranty or repair information.
Your telephone company may ask you to disconnect this equipment from the
network until the problem has been corrected or until you are sure that the
equipment is not malfunctioning.

This equipment may not be used on coin service provided by the telephone
company. Connection to party lines is subject to state tariffs. Contact your
state's public utility commission, public service commission, or corporation
commission for more information.

This equipment includes automatic dialing capability. When programming
and/or making test calls to emergency numbers:

oo

* Remain on the line and explain to the dispatcher the reason for the call. (/)

«  Perform such activities in the off-peak hours, such as early morning or late|

evening. o

Note: The FCC hearing aid compatibility rules for telephones are not applicable to this =t
equipment. 8

The Telephone Consumer Protection Act of 1991 makes it unlawful for anyg'
person to use a computer or other electronic device, including fax machineg
to send any message unless such message clearly contains in a margin at the
top or bottom of each transmitted page or on the first page of transmission,
the date and time it is sent and an identification of the business, other entity,
or other individual sending the message and the telephone number of the
sending machine or such business, other entity, or individual. (The telephone
number provided may not be a 900 number or any other number for which
charges exceed local or long-distance transmission charges.) In order to pro-
gram this information into your fax machine, you should complete the steps
described in the software.

Electromagnetic or Radio Frequency
Interference: FCC Requirements

This equipment generates and uses radio frequency energy and may cause
interference to radio and television reception. Your facsimile complies with
the specifications of Part 15 of the Federal Communications Commission
rules for a Class B digital device. These specifications provide reasonable
protection against such interference in residential installation. However,
there is no guarantee that interference will not occur in a particular installa-
tion. If the facsimile does cause interference to radio or television reception,
which can be determined by turning the facsimile off and on, you can try to
eliminate the interference problem by doing one or more of the following.

* Reorient the receiving antenna.

* Reorient the position of the facsimile with respect to the receiver.

«  Move the facsimile away from the receiver.

*  Plug the facsimile into a different outlet so that the facsimile and the receiver are
on different branch circuits.

If necessary, consult an authorized HP service agency or an experienced

radio/television technician for additional suggestions. You may find the fol-

lowing booklet, prepared by the Federal Communications Commission, to

be helpful: “How to Identify and Resolve Radio/TV Interference Problems.”

This booklet is available from the US Government Printing Office, Wash-

ington DC 20402, Stock No. 004-000-00345-4.

CAUTION: Changes or modifications not expressly approved by Hewlett-Packard for compli-
ance could void the user's authority to use the equipment.



Declaration of Conformity

According to ISO/IEC Guide 22 and EN 45014

Manufacturer’s Name: Hewlett-Packard Company

Manufacturer's Address: 16399 West Bernardo Drive
San Diego, CA 92127-1899, USA

declares that the product

Product Name: OfficeJet Series 500
Printer/Fax/Copier/Scanner

Model Number: C3801A, C3803A

Product Options: 500, 520, 570, 580, 590

conforms to the following product specifications:

Safety: IEC 950:1991+A1+A2+A3 / EN 60950:1992+A1+A2+A3
IEC 825-1:1993 / EN 60825-1:1994 Class 1 (Laser/LED)

EMC: CISPR 22:1993+A1 / EN 55022:1994 Class B

EN 50082-1:1992
IEC 801-2:1991 / prEN 55024-2:1992 - 4 kV CD, 8kV AD
IEC 801-3:1984 / prEN 55024-3:1991 - 3V/m
IEC 801-4:1988 / prEN 55024-4:1992 - 0.5 kV Signal Lines

1.0 kV Power Lines

IEC 1000-3-2:1995 / EN61000-3-2:1995

IEC 1000-3-3:1994 / EN61000-3-3:1995

FCC Title 47 CFR, Part 15 Clas€ BICES-003, Issue 2

AS / NZS 3548:1992 / CISPR 22:1993 Clads B

1 The product was tested in a typical configuration with Hewlett-Packard Personal Computer Syste

2 This Device complies with Part 15 of the FCC Rules. Operation is subject to the following two cor
(1) this device may not cause harmful interference, and (2) this device must accept any interfere
received, including interference that may cause undesired operation.

Supplementary Information:

The product herewith complies with the requirements of the following Directives and carr
CE-marking accordingly:

*the EMC directive 89/336/EEC

the Low Voltage Directive 73/23/EEC

For Compliance Information ONLY

Australia: Product Regulations Manager, Hewlett-Packard Australia Ltd., 31-41 Joseph
Blackburn, Victoria 3130, Australia

Europe: Your local HP sales and service office or Hewlett-Packard Gmbh, Departme
TRE / Standards Europe, Herrenberger StraRe 130, D-71034 Bdblingen (FA
7031-14-3143)

USA: Product Regulations Manager, Hewlett-Packard Company, San Diego Divisidg
16399 West Bernardo Drive, San Diego, CA, 92127-1899 (Ph: 619-487-4100)
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(-) dash
indicating pause during dialing 3-15

accessories, ordering information 8-5
Advanced tab settings 6-7

America Online, help sources 7-3

answering settings, receiving faxes 3-9,

3-21
answering machine. See connecting
AutoAnswer button 3-9
automatic collating 4-5

automatic receiving, of faxes
changing settings for 3-9

Automatic Redial setting 3-15

bidirectional cable. See printer cable

buttons
AutoAnswer 3-9
Cancel 3-7, 4-6, 5-4

Contrast/Resolution 3-12, 3-14, 4-4, 4-5

Help (software) 2-8, 6-5, 7-5
Redial/Pause 3-15

Speed Dial 3-5

Start 3-3

Stop 3-3, 4-6

cables. See printer cable
calling card charging, of fax call 3-3
Cancel button 3-7, 4-6, 5-4

cancelling
of fax in progress 3-3, 3-7
of scan in progress 5-4

cards. See media types

cartridges. See print cartridges

collating
automatic 4-5
how to turn on/off 4-8

ColorSmart settings 6-6
CompuServe, help sources 7-3
computer voicemail. See connecting

connecting
dedicated fax line
with external modem 1-11
with no other office equipment 1-10
with PC-modem 1-10
office equipment to OfficeJet 1-7, 1-8
shared fax and phone line
with answering machine 1-15
with computer voicemail 1-16
with distinctive ring 1-22
with external modem 1-14
and answering machine 1-19
and computer voicemail 1-20
with no other office equipment 1-12
with PC-modem 1-13
and answering machine 1-17
and computer voicemail 1-18

Contrast/Resolution button 3-12, 3-14,
4-4, 4-5

contrast settings
for copying 4-5
for paper fax
from Document Assistant 3-14
from keypad 3-14
for PC fax 3-14
for scanning 5-3, 5-4

Copy dialog box
collating 4-8
illustration of 2-5
settings 2-5, 4-6

copying
automatic collating 4-5
controlling how they look 4-4, 4-7
changing size 4-7



darkening and lightening 4-5, 4-7
quality 4-4, 4-7
error messages 7-8
from Document Assistant 2-5, 4-6
from keypad 2-4, 4-3
loading document for 4-3, 4-4
loading paper supply for 4-2
margins 8-4
overview 2-4, 2-5
resolution 8-4
specifications 8-4
speed 8-4
tests to ensure working properly 1-25

Cover Page Data dialog box 3-20

cover page, for fax 3-20

darkening your copies 4-5, 4-7

date
how to change 3-27

date, error messages 7-13

dedicated fax line, connecting instructions
with a external modem 1-11
with a PC-modem 1-10
with no other office equipment 1-10

device settings
Phone Answering 3-9
Reduce/Enlarge 4-7
Rings to Answer 3-9

dialing fax number
using Document Assistant 3-6
procedures 3-6
pulse or tone 3-19
using keypad 3-3
entering a pause 3-15
in real time 3-3
procedures 3-3
redialing 3-15
speed dialing 3-5
using calling or credit card 3-3
using phone connected to OfficeJet 3-4

dialog boxes
Copy 2-5, 4-6

Cover Page Data 3-20
Fax Send Time 3-20
Phone Book 3-20
Print Settings 6-5
Scan 2-6

Scan Settings 5-3
Send Fax 2-3, 3-6

display messages. See error messages

distinctive ring
how to use 3-23
in shared fax and phone line 1-22

Document Assistant

faxing paper documents from 2-2, 3-6
contrast settings 3-14
resolution settings 3-13
to group of fax numbers 3-18

for copying 2-5

scanning documents 2-6, 5-2
using OCR 2-7, 5-7

document carrier
description of 3-2
for copying 4-3
for faxing 3-2
for scanning 5-2

document jam. See paper jam

documents
adding scanned image to 5-5
copying 2-4
loading
error messages 7-11, 7-12, 7-15
into document tray 3-8, 6-3—-6-5
scanning 2-6, 5-2

document tray
capacity 8-4
illustration of 1-2
installing 1-3
loading paper into 3-8, 6-3-6-5
parts of 1-6

editing scanned documents 5-7
Scan text for editing setting (OCR) 2-7,
5-7



enlarging the copy 4-7
envelopes 6-2—-6-4
error messages 7-6

external modem. See connecting

fax line
dedicated. See dedicated fax line
shared. See shared fax and phone line

fax (receiving)

advanced settings 3-11

answering settings 3-9, 3-21

cancelling 3-3

distinctive ring 3-23

error messages 7-9, 7-14

loading the paper supply 3-8

number of rings before answering 3-22

OfficeJet Setup 3-24

paper size setting 3-25

PC fax 3-10
automatically receiving 3-12
manually receiving 3-12

printed fax
automatically receiving 3-9
manually receiving 3-9

Receive Fax settings 3-10

stored in memory 7-17

tests to ensure working properly 1-24

updating setup 3-24

Fax Send Time dialog box 3-20

fax reports, printing of
Fax Log 3-25
Fax History 3-26
Last Fax 3-26

fax/phone line connector
illustration of 1-2
installing 1-3

faxing (sending)
advanced settings 3-11
cancelling of 3-3, 3-7
changing header information 3-19
changing information at top of 3-19
contrast settings 3-14

error messages 7-9
from software programs 3-7
including electronic cover page 3-20
modem speed capabilities 8-3
paper documents 3-2
from Document Assistant 2-2, 3-6,
3-18
from keypad 2-2, 3-3, 3-18
Phone Book 3-20
resolution 3-11, 8-4
sending at future time 3-20
speed dial codes 3-16, 3-17
to group of fax numbers 3-17, 3-18
unsuccesful attempts, what to do for 7-14
using calling or credit card 3-3

files
faxing from software programs 2-3, 3-7
receiving as fax 3-10

fine resolution settings, when to use
for copying 4-5
for faxing 3-11

Form Feed Timeout 6-7

grayscale, printin 6-7

group dialing, of fax numbers 3-17, 3-18

header (fax), changing information on
3-19

help
accessing 2-8
correct operation 2-9
equipment changes 2-9
for scanning 2-6
for Send Fax dialog box 2-3
how to use 7-5
HP Customer Support Center 7-4
information to get before calling Support
Center 7-2
keypad display messages 2-9
orientation 1-26
printing 6-5
software installation 2-9
sources of 7-2



online 7-3
technical support 2-9

Help button (software) 2-8, 6-5, 7-5
HP Bulletin Board Service 7-4

HP Customer Support Center 7-3
HP FIRST Faxback 7-3

HP OfficeJet Series 500 Fax, as selected
printer 3-7

HP OfficeJet Series 500 Printer, selection
as printer 6-8

illustrations, scanning of 2-6, 5-3

Image Viewer window, for editing
scanned images 5-4

images, scanning of 5-3
error messages 7-16
from Document Assistant 2-6, 5-2
importing image into existing documents
5-5
loading into paper/document tray 2-6
saving 5-4

inks. See printer cartridges
installing software 1-23-1-24

Internet/World Wide Web, help sources
7-3

jam. See paper jam

keypad
contrast settings 3-14
copying 2-4
advanced settings 2-4
controlling how copies look 4-4, 4-7
dialing fax number 3-3, 3-15
speed dialing 3-16
to group of fax numbers 3-18
faxing paper documents 2-2, 3-3
resolution settings 3-13

redialing 3-15
resolution settings 3-14

legal-size paper. See paper sizes
letter-size paper. See paper sizes
letterhead paper, how to load 6-3
lightening your copies 4-5, 4-7
line connector, installing 1-3

loading
envelopes
multiple 6-4
single 6-3
into the document tray 3-8, 6-3—6-5
letterhead paper 6-3
paper into paper supply 1-6
error messages 7-11, 7-12
for copying 4-2
for faxing 3-3
maximum amounts 3-8, 6-3
print cartridges 1-4
transparencies 6-4

manual receiving, of faxes 1-12
AutoAnswer button 3-9
changing settings for 3-9
printed fax 3-9

margins
copying 8-4
printing 8-3

media types
cards 6-2
envelopes 6-2
for printing 2-7, 6-2, 8-3
ordering information 8-5
transparency 6-2

memory, error messages 7-12
messages. See error messages

modem
connecting. See connecting
speeds 8-3



off hook, error messages 7-13

OfficeJet Manager
copy settings 4-6
Help system 2-8, 7-5
print settings 2-7, 6-5
printing 6-5
scan settings 5-3

online services 7-3-7-4
Optical Character Recognition (OCR) 5-7

originals, document carrier for
description of 3-2
for copying 4-3
for faxing 3-2
for scanning 5-2

paper
letterhead 6-3
loading into paper supply tray 1-6, 3-8
error messages 7-11, 7-12
for copying 4-2
for faxing 3-3
on "print side" of paper 6-2
maximum amounts 3-8, 6-3
selecting right type of 6-2

paper documents
copying 2-4
faxing
from Document Assistant 3-6
to group of fax numbers 3-18
from keypad
to group of fax numbers 3-18
faxing (sending)
from Document Assistant 2-2
from keypad 2-2
loading into document tray 3-8, 6-2
scanning 2-6, 5-2

paper jam, error messages 7-7
paper sizes 6-2
error messages 7-11, 7-12

for copying 8-4
for receiving fax 3-25

for printing 8-3
for scanning 8-5
settings to adjust 3-8, 4-2

Paper tab settings 6-5

paper supply tray

capacity 3-8, 6-3, 8-3, 8-4

illustration of 1-2

installing 1-3

loading envelopes
multiple 6-4
single 6-3

loading paper into 1-6, 6-3
error messages 7-11, 7-12
for copying 4-2
for faxing 3-3
letterhead 6-3

loading transparencies 6-4

parts of 1-6

pause, during dialing 3-15

PC fax
contrast settings 3-14
group of fax numbers 3-18
receiving 3-10
resolution settings 3-13
sending 2-3, 3-7

PC-modem. See connecting
pens. See printer cartridges
Phone Answering settings 3-9
Phone Book 3-20

phone line
dedicated. See dedicated fax line
shared. See shared fan and phone line

photo resolution settings, when to use
for faxing 3-12

photographs
resolution settings
for copying 4-5
for faxing 3-11
scanning 5-3

post warranty information 7-4

print cartridges



error messages 7-6, 7-15
ink drying 7-10
installing 1-4
ordering information 8-5
Print Cartridge Maintenance 6-7
replacing 1-4
error messages 7-16

Print Settings dialog box 6-5
Advanced tab 6-7
Paper tab 6-5
Setup tab 6-6

printer cable
illustration of 1-2
connecting 1-4

printing
advanced settings 6-7
from DOS programs 6-7
from OfficeJet Manager 6-8
from Windows software programs 6-8
in color 6-6
in grayscale 6-7
margins 8-3
media types 2-7, 8-3
quality and speed 6-6
settings 2-7, 6-5
Advanced tab 6-7
in OfficeJet Manager 6-5
in software programs 6-5-6-7
Paper tab 6-5
Setup tab 6-6
specifications 8-2
tests to ensure working properly 1-24

problem solving

answering fax call 7-12

copy failure 7-8

document jam 7-7

fax failure 7-14

faxing 7-9

loading documents 7-11
loading paper 7-11

paper jam 7-7

print cartridges 7-10, 7-11, 7-14
reloading documents 7-15
reloading paper 7-15
replacing scanner cover 7-16
scanning failure 7-16

sending fax 7-14
setting date/time 7-13
storing of fax in memory 7-17

protecting, of documents. See document

carrier

pulse dialing 3-19

quality of copies. See resolution

real time dialing, of fax number 3-3

Receive Fax setting
for list of all fax operations 3-25

receiving faxes. See fax (receiving)
Redial/Pause button 3-15

redialing, of fax number 3-15
Automatic Redial 3-15
manually 3-15

reducing the copy 4-7
regulations 8-6
reloading, of paper or documents 7-15

reports, printing
Fax Log 3-25
Fax History 3-26
Last Fax 3-26
tests to ensure working properly 1-24

resolution

changing
for PC fax 3-13
from Document Assistant 3-13
from keypad 3-13

for copying 4-4, 4-5, 4-7, 8-4

for faxing 3-11

for printing 8-2

for scanning 8-5

settings 3-11

Rings to Answer setting 3-9
changing 3-22



Scan dialog box
illustration of 2-6
settings 2-6

Scan Settings dialog box
illustraion of 5-3
settings 5-3

Scan text for editing setting (OCR) 2-7,
5-7

Scan Viewer menu 2-6

scanning

cancelling a scan in progress 5-4

custom settings 5-4

error messages 7-16

how to tell if you have TWAIN-support-
ed software 5-5

importing image into existing documents
5-5

into TWAIN-supported software 5-5

overview 2-6

resolution 8-5

saving 5-4

specifications 8-5

tests to ensure working properly 1-25

text for editing (OCR) 2-7, 5-7

scheduling, of fax 3-20
Self Test Report 1-24

Send Fax dialog box
faxing from
paper documents 2-3, 3-6
illustration of 2-3

sending faxes. See faxing (sending)

setting up
check for all components 1-2
connecting the cables 1-4
inserting the paper/document tray 1-3
inserting the print cartridges 1-4
installing the software 1-23
loading the paper supply 1-6
plugging in the line connector 1-3
tests to ensure working properly 1-24

settings

for copying 2-5
for printing 2-7, 6-5
paper size 3-8

Setup tab settings 6-6

shared fax and phone line, connecting in-
structions
with answering machine 1-15
with computer voicemail 1-16
with distinctive ring 1-22
with external modem 1-14
and answering machine 1-19
and computer voicemail 1-20
with no other office equipment 1-12
with PC-modem 1-13
and answering machine 1-17
and computer voicemail 1-18

software
compatibility 8-2
installing 1-23-1-24

software programs
faxing documents from 3-7

sound. See volume
specifications 8-2-8-5
Speed Dial button 3-5

speed dialing
codes
number of available codes 3-16, 8-4
to group of fax numbers 3-17
to single fax number 3-16
error messages 7-17
using keypad 3-5

standard resolution settings, when to use
for copying 4-5
for faxing 3-11

Start button 3-3

Stop button 3-3, 4-6

supplies, ordering information 8-5
support. See technical support

system errors 7-17



technical support
information sources 2-9, 7-3
online 7-3

telephone
connected to OfficeJet, fax dialing 3-4

text, scanning of 5-3

time
how to change 3-27

tone dialing 3-19

transmission speeds, of faxes
photo resolution settings 3-12

tray. See document tray; paper tray
troubleshooting. See problem solving

TWAIN-supported software 5-5

user’s guides, ordering information 8-5

voicemail, computer. See connecting

volume, adjusting 3-26

World Wide Web, help sources 7-3



	OfficeJet Series 500 User's Guide
	Safety Information
	Table of Contents

	Chapter 1:  Setting Up
	Make Sure Everything Is in the Box
	If you don’t have a CD-ROM disc drive
	Perform each step in sequence: All steps are requi...
	• If you don’t have a CD-ROM disc drive 1-2

	1. Load the Tray
	2. Plug in the Line Connector
	3. Connect the Cables
	4. Insert the Print Cartridges
	5. Load the Paper Supply
	6. Connect Your Office Equipment - REQUIRED!
	What should you connect?
	How to tell if you have a modem
	How tell if your modem is inside your computer or ...

	How should you connect?
	Shared line (Case ADGJ)
	Dedicated line with a PC-modem (Case ACH)
	Dedicated line (Case ACJ)
	Dedicated line with external modem (ACI)
	Shared line with a PC-modem (Case ADGH)
	Shared line with an external modem (Case ADGI)
	Shared line with answering machine (Case ADEJ)
	Shared line with computer voicemail (Case ADFJ)
	Shared line with PC-modem & answering machine (Cas...
	Shared line, PC- modem & computer voicemail (Case ...
	Shared line with external modem and answering mach...
	Shared line with external modem and computer voice...
	Shared line with distinctive ring (Case B)


	7. Install the Software - REQUIRED!
	8. Make Sure Everything Works Properly
	Receive a fax
	Print a report
	Make a copy
	Scan a page to your computer

	What’s Next?

	Chapter 2:  Quick Tour
	Sending Faxes
	Sending paper documents
	From the HP OfficeJet’s keypad
	From the Document Assistant screen

	Sending a fax directly from your software program

	Copying
	Basic copying from the HP OfficeJet’s keypad
	Using advanced copy settings in the HP OfficeJet’s...

	Scanning
	Scanning images
	Scanning text for editing (OCR)

	Printing
	Using the Help System
	Other ways to get help

	Chapter 3:  Faxing
	Sending a Paper Document
	Using a document carrier to protect your original
	Sending from the keypad
	Dialing in real time
	Dialing from a telephone that’s connected directly...
	Speed dialing

	Sending from the HP OfficeJet Document Assistant
	• Using a document carrier to protect your origina...
	• Sending from the keypad 3-3
	• Sending from the HP OfficeJet Document Assistant...

	Sending a Fax Directly from Your Software Program

	Receiving Printed Faxes
	Loading the paper supply
	Answering settings
	Manually receiving faxes

	Receiving Faxes to Your PC
	Using Advanced Fax Features and Settings
	Advanced fax send settings
	Controlling how your faxed documents will look
	Redialing a fax number
	Entering a pause during keypad dialing
	Assigning Speed Dial codes
	Faxing to a group of fax numbers
	Changing the information printed at the top of the...
	Setting Tone or Pulse dialing type
	Other advanced features for sending faxes

	Advanced fax receive settings
	Phone Answering: Automatic or Manual
	Changing the number of rings before answering
	Using Distinctive Ring
	Updating your fax receive setup
	Changing the paper size setting
	Other advanced features for receiving faxes

	Viewing Lists of All Sent and Received Faxes
	Printing the Fax Reports
	Adjusting sound volumes
	Changing the time and date


	Chapter 4:  Copying
	Loading the Paper Supply for Copying
	Using a Document Carrier to Protect Your Original
	Copying from the Keypad
	Controlling how your copies will look
	Optimizing the quality (Resolution setting)
	Darkening and lightening (Contrast setting)
	Automatic collating

	Copying from the Document Assistant
	Controlling how your copies will look
	Optimizing the quality
	Darkening and lightening (Contrast setting)
	Reducing and enlarging
	Collating: On or Off


	Chapter 5:  Scanning
	Using a Document Carrier to Protect Your Original
	Scanning Your Document As an Image
	Scanning from the Document Assistant
	Scanning directly into your TWAIN-compliant softwa...
	How to tell if your software program supports TWAI...
	How to scan with TWAIN


	Scanning Your Document to Edit the Words (OCR)

	Chapter 6:  Printing
	Using Paper and Other Media Types
	Selecting paper/media types and sizes
	Loading tips for paper and other media
	Loading plain and special papers
	Loading letterhead paper
	Loading the single-envelope slot
	Loading multiple envelopes
	Loading transparencies


	Using the Print Settings
	Locating the print settings
	Using the Paper tab settings
	Using the Setup tab settings
	Print quality and speed
	Printing in color
	Printing in grayscale

	Using the Advanced tab settings

	Printing from Your Windows Software Program
	Printing from the HP OfficeJet Manager

	Chapter 7:  Getting Help
	Sources of Information and Help
	Using the HP OfficeJet’s Help System
	Understanding the Messages Displayed on the Keypad...

	Chapter 8:  Specifications
	Product Specifications
	Overall Specifications
	Printing Specifications
	Faxing Specifications
	Copying Specifications
	Scanning Specifications

	Ordering Information
	Obtaining a Material Safety Data Sheet (MSDS)
	Regulatory Information
	Declaration of Conformity
	Supplementary Information:
	For Compliance Information ONLY



	Index

