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Quick reference summary

| want to:

Steps to take:

Make black & white copies

Make colour copies

Copy a 2 sided original
(duplex)

Copy Different Media

Scan to Network Folder

Send to E-mail

K3 Fax a document

Store a job

Retrieve a stored job

Load originals face up in the ADF or face down on the glass
and touch the Copy icon. Enter no of copies desired on the
Copies icon. Press Start.

Load originals face up in the ADF or face down on the glass
and touch Copy icon. Touch Copies icon to enter number of
copies desired. Touch Color/Black icon. Select Color.

Press Start.

Load 2 sided originals face up in the ADF. Touch Copies icon
to enter number of copies desired and touch the Copy icon.
Touch Sides icon and select desired output. (1 sided or 2
sided) Touch Orientation icon to select Portrait/Landscape.
Press Start.

Load originals face up in the ADF or face down on the
glass and touch Copy icon. Select Optimize Text/Picture.
Select your media (Text, Printed Picture,or Photograph).
Alternatively, manually adjust the slider to optimize your
output. Press Start.

Load originals face up in the ADF or face down on the glass.
Touch Network Folder icon. Select the folder you wish to save
your documents in. Select File name. Input your file name using
screen keyboard. Touch OK. Touch Send to Network Folder
icon on top. Touch Yes to save current settings or No to exit.

Load originals face up in the ADF and touch the E-mail icon.
Touch From bar and input your name. Touch To bar. Input
recipient E-mail address. Touch Subject, input your subject and
touch OK. Touch Send E-mail icon on top.

Load originals face up in the ADF or face down on the glass.
Input fax number of recipients. Touch More Options icon to
change the default settings. Select any settings you like to
change and touch Up Arrow icon to exit fo main screen. Press

Load originals face up in the ADF and touch Job Storage icon.
Select a folder and touch Create to add a new folder. Touch
Job Name bar. Type in Job Name. Touch OK. Press Start.

Touch Job Storage icon. Select folders from list of folders on
the left. Touch Retrieve. Select desired job from list and key in
PIN. Touch OK. Press Start.




Make black-and-white copies

0 MFP | Ready { Black Copies: | ©) Color/Black

(( % 4 Make copies from an origial Send 3 documentt to one or more

document numbers.

Job Storage Network Folder
4 ieck on paper trays and other
| supples

Network Address e > I Cancel

Step 1 Step 3

Load originals face up in the ADF or face Select to copy in colour or black.
down on the glass and touch Copy icon.

Start Copy | Tray 4 empty: Plain, A4 .
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Step 2 Step 4

Touch Copies icon to enter number of copies  Press Start.
desired. Touch Color/Black icon.




Make colour copies

document, : X umbers.

‘( % ‘4 Make copies from an originsl rd 2 dacument to one o mare

heck on paper trays and other
pplies

Step 1

Load originals face up in the ADF or face
down on the glass and touch Copy icon.

Start Copy | Tray 4 empty: Plain, A4
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Step 2

Touch Copies icon to enter number of copies

desired.

Color/Black

Cancel

Step 3

Touch Color/Black icon. Select Color.

Step 4

Press Start.



Copy a 2 sided original (duplex)

%20 HP Laseret CM4730 MFP | Ready

lake copies from an origina end  document to ane or mare

locurnent "X MUMDErs.

heck on paper trays and other
upplies

Step 1

Load 2 sided originals face up info the ADF.
Touch Copies icon to enter number of copies
desired and touch the Copy icon.

Start Copy | Tray 4 empty: Plain, Ad

Black Copies:|_J |
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Step 2

Touch Sides icon.

Touch the "Orientation” button

to select portralidandscape and
back side orientation

=
E 2-sided originsl, 2-sided uuth
=i origah 2-sied output

ﬂ 2-cided origind, 1-cided output

Orientation

Cancel

Step 3
Select desired output. (1 sided or 2 sided)

Touch Orientation icon to select Portrait/
Landscape.

Content Orientation

. s —
(®) Rotate back sids 180 degreas

e ——

Partrait

Lardscapy

Cancel

Step 4

Select desired orientation (Portrait/Landscape).
If rotation of content is required on back copy,
select Rotate back side 180 degrees. Touch
OK.

Step 5

Press Start.



Copy Different Media

Note:  You could change the copy settings when making copies of photographs, printed pictures and others
different media to ensure optimum print quality.

Use the slider ta manualy adjust how your output
is optimized.

Send a document to one or mare
X nUMbers

£
() [ag] Protograpn

Check on paper trays and ather
ppies

Network Address

Step 1 Step 3

Load your originals face up in the ADF or face  Select your media (Text, printed picture or
down on the glass and touch Copy icon. photograph). Alternatively, manually adjust
from the slider to optimize your output.
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Step 2 Step 4

Select Optimize Text/Picture. Press Start.

!- Cunlant Orientation




Scan to Network Folder

end a document: to one or more
i rurmbers

4 Make copies from an crigral
docurment
Network Address

Load originals face up in the ADF or face
down on the glass. Touch Network Folder
icon.

E] Send to Network Folder | Ready

Quick Access Folders File Name:
E I AN Bk |[runtitec |

l{ More Options

Step 2

Select folder you wish to save your documents
in.

@ . Send to Network Folder | Ready

Quick Access Folders File

SCANFOLDER untitied
TEST FOLDER t

l{ More Options

Step 3

Select File Name.

Input your file name (test) using screen keyboard.
Touch OK.

Send to Network Folder | Ready

SCAN FOLDER [[rest |

[ TEST FOLDER

L| ore Options

Step 4

Touch More Options icon to change confent
settings.

: Plain, Custom

Original Sides
1-sided

Content Orientation
]
Resolution Original Size
y 150 dpi @
Color/Black S Optlmlze Text/Picture
1 Black/Vhite scan LI Manually adjust .J

Step 5

Select any settings you wish to change. Touch
up arrow icon to go back to main screen.

Output Quality
Vedium
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Scan to Network Folder

6] | Si nd to Network Folder | Ready y

Quick Access Folders File Name: Besesbinioh
SCAN FOLDER [

| wiould you like to continue with the current settings you just entered far ths job?

More Options

Step 6 Step 7

Touch Send to Network Folder icon on top.  Touch Yes to save current settings or No to exit.




Send to E-mail

Note:

[ HP Laserlet CM4730 MFP | Ready
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{
1 Send 3 document to one or more

4 Make caples from an orlginal
| fax numbers

docurnent

Send your document as an
attachment to an e-ail

Step 1

Load originals face up in the ADF, touch the
E-mail icon.

@ Send E-mail| Ready

From: =
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Subject: =
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Step 2

Touch From bar and input your name. Touch
To bar.

P ——

To: ! XYZ@YAHOO.COM ) @
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| Cancel |

Siep 3

Input recipient E-mail address.

Touching this button scans the document and sends an e-mail file to the provided e-mail addresses.
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Step 4

Touch Subiject on the right.

L@u u I J\mu
Step 5

Input Subject (test) and touch OK.

L‘ Alt

| & and E-mail | Tray 5 empty: Plain, AS
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Subject:
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Step 6

Touch Send E-mail icon on top.



Fax a document

[#20 HP Laserlet CM4730 MFP | Ready

Make copies from an original

curnent
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supplies

Network Address

end Fax | Ready
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Step 1

Load originals face up in the ADF or face
down on the glass. Touch Fax icon.

@) s e ey .

( ‘IPG 5G Showraom )

Subject:

2007-Aug-08 14708

Step 2

Input fax number of recipients. Touch More
Options icon to change the default settings.

Step 3

Select any settings you like to change. Select
up arrow icon to exit fo main send fax screen.

Step 4

Press Start.



Store a job

()
Send a document to one ar more
v I

Network Folder

A HP Laser) 730 MFP | Ready
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Check on paper trays and other:

supples

Network Address

Step 1

Load originals face up in the ADF and touch
Job Storage icon.

E] . Tray 4 empty: Phin, A4

< Back Job Folders Retrieve

OIS Select 3 job folder from the st at left. Then select a
Ca[7) untited stored job to view information about that job.

Print List

Back Copies: [ 7 ]

Delete |

Step 2

Select a folder and touch Create to add a new

folder.

@ . Create Stored Job | Ready Black Copies: ED

™
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Job Name: I
=
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Step 3

Touch Job Name bar.
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Job Name:

|| PN to print
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Step 4

Type in job name (Invoice). If no PIN is required,
touch OK. Press Start. If PIN is required, proceed
to Step 5.
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Step

Touch PIN to print icon to activate lock function
for this job. Enter desired PIN and touch OK.
Press Start.



Retrieve a stored job

Tray 4 empty: Plain, A4 Black ﬁpiegm

L Job Folders > Urtitied Retrieve Create |
ég Make coples from an original Send 3 documentt to one o more Py
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" supples
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Step 1 Step 4

Touch Job Storage icon. Select desired job from list.

< Back Job Folders Retrieve Create |

Job Folders Select 3 job folder from the list at left. Then select a Untitled
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Step 2 Step 5

Select folder from list of folders on far left. Key in PIN and touch OK.

Retrieve Stored Job | Ready

Job Folders > nijtied> invoice
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access i,
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Step 3 Step 6
Touch Retrieve. Press Start.
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