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V.

For the best experience, open this PDF portfolio in
Acrobat X or Adobe Reader X, or later.

Get Adobe Reader Now!



http://www.adobe.com/go/reader


HP LaserJet Job Aids

This PDF Portfolio contains individual “how to” job aids to help you use your HP LaserJet printer.
The job aids provide instructions for the following tasks:

e Printing
o (Copying
e Scanning
e Faxing

e (learing jams

Save and print from this PDF Portfolio

A PDF Portfolio contains multiple files assembled into one large PDF. You can print the entire
portfolio, and you can save or print individual files within the portfolio.

To extract (save) a specific job aid:

1. Select the job aid you want, and make sure Layout mode is selected on the top menu bar.

2. Select the Extract File icon 4 on the right side of the job aid, select the location where you
want to save the file, and then select Save.

Note: Extracting a file does not remove it from the PDF Portfolio.

To print one or more job aids in this PDF Portfolio:

1. Open the PDF Portfolio. To print only certain PDFs, select those PDFs.
2. Select File, select Print, and then choose one of the following:
o All PDF Files (Prints all the PDFs in the PDF Portfolio.)
o Selected PDF Files (Prints the selected PDFs. This option is available only if you
have selected one or more specific PDFs in the portfolio.)
3. Choose applicable printing options, and then select Print or OK.

Note: The files print in alphabetical order, regardless of the order presented in the portfolio
view.

Customize this PDF Portfolio (optional)

You may use Adobe® Acrobat® Pro to customize these job aids to add company logos or photos, and
to export content to Microsoft® Word. However, edits to the original text and graphics require
written permission from HP, Inc.





		Save and print from this PDF Portfolio

		To extract (save) a specific job aid:



		Customize this PDF Portfolio (optional)




HP LaserJet
End User Training Checklist

I Instructor Prep and Setup for User Training

OO00O0O0O000O

O Parts Identification
O Front View

O

Automatic document feeder cover (access for
clearing jams)

[0 Automatic document feeder width guides

O Automatic document feeder input tray

O Automatic document feeder output tray

O Control panel with color touchscreen display
(tilts up for easier viewing)

O Physical keyboard (Flow models only). Pull the
keyboard straight out to use it.

O Right door (access for clearing jams)

O On/off button

O Tray1

O Power switch

[0 Power connection

[0 Front door (access to the toner cartridges)

O Tray2

O Tray3

[ Output bin

[0 Easy-access USB port

[0 Hardware integration pocket (for connecting
accessories and third-party devices)

[0 Back View

0 Formatter cover

O Interface ports

O Serial number and product number label

O Interface Ports

(]
(]

a

USB port for connecting external USB devices
Local area network (LAN) Ethernet network
port

Hi-Speed USB 2.0 printing port

O Keyboard location

1 Control Panel
[ Adjust control panel viewing angle
[J Main buttons

O

Home button
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Work with HP personnel and/or Customer Training contact to confirm training time and location
Get device Administrator password from customer or HP personnel

Obtain the printer IP address (Information button > Ethernet)

Install Universal Print Driver (PCL) on presenter laptop

Set up Remote Control Panel connection to printer using Embedded Web Server (optional)
Connect laptop to large monitor/projector (optional)

Download device-specific User Manual to presenter laptop (optional)

Create and store some sample documents to HDD, USB, and network folder (optional)

I Reset button
[ Sign In or Sign Out
O Information button
O Message Center
0 Job Cancel
Help button
Copy button
ain Icons
Screen Navigation (swipe left or right)
Copy Icon
Scan Icon
Print Icon
Fax Icon
HP JetAdvantage Icon
Quick Sets Icon
Contacts Icon
Supplies Icon
Trays Icon
Reports Icon
Settings Icon
Support Tools Icon
Job Log
Copy Tasks
Copy single-sided originals to double-sided
copies
Select hole punch options
Staple options
Booklet printing (3-fold and saddle stitch)
Copy mixed paper sizes
Copy book or heavy originals

OO0O00O0OO0OO0OoOooOoOoboOos0o0

oooooo O

[0 Paper Path

[0 Load paper and adjust paper guides (regular
trays)
[0 Load paper (High-capacity input trays)

Image Preview, edit copy jobs, add another page





[0 Access doors for clearing jams

[ Paper trays, including High-capacity input
trays
Tray 1
Right door
Right lower door (DCF or HCI)
ADF cover
ADF input tray
ADF path
0 Cleaning the ADF
[0 ADF glass
[0 Flatbed glass
[0 Simplex white bar
[0 Duplex white bar
[0 Duplex glass
(|
Pr
O
O
O

OoOo0Oooa

LSU glass
inting from PC (via Universal Print Driver)
Find the printer IP address (Information button >
Ethernet)
Add a printer to Printers and Devices Folder
Access basic print settings via UPD
O # of copies
O Single-sided (simplex) and double-sided
(duplex)
[0 Stapling along short edge and long edge
[0 3-hole punch along short edge and long edge
[0 Create a stored job with PIN
O Workflow Solutions

[0 Save job to USB

[ Print file from USB

[0 Scan to Fax (if enabled)

[ Scan to Email (if enabled)

[0 Add email address to address book

[0 Scan to Network Folder (if enabled)

[0 Retrieve/print stored job from the hard drive
(HDD)

O Send a secure print job to the HPAC server
(if enabled)

O Consumable Replacement

O Toner Cartridge(s)

[0 Toner Collection Unit

[0 Stapler Cartridge (Inner Finisher)

O Hole-punch waste bin

[0 Staple cartridges (Booklet Maker)

[0 Super User Tasks

[0 Locate power and network connection

[ Locate Main Power (2 power buttons)

0 Enter printer IP address in browser to access
Embedded Web Server (EWS)

O Utilize Embedded Web Server (EWS)

[0 Access Admin screens
0 Modify Energy Saving settings
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O

ooooo o o O

O

Locate printer IP Address (Information button >

Ethernet)

Access Admin screens via Admin log-in on control

panel

Check Supplies Status via EWS or printer control

panel

Configure power save settings

Adjust paper size in Paper trays

Configure paper/media type in Paper trays

Configure paper/media type in bypass tray

Customize Control Panel (via EWS —if enabled)

O Change wallpaper (General tab > Control
Panel Customization > Home Screen
Customization)

[0 Language selection (General tab > Control
Panel Customization > Control Panel
Language and Keyboard Layouts)

O Delete/Hide a button from home screen
(General tab > Control Panel Customization >
Home Screen Customization)

O Move a home screen button (General tab
Control Panel Customization > Home Screen
Customization)

[0 Rename an added home screen button
(General tab Control Panel Customization >
Home Screen Customization)

Print and interpret a Configuration Page (Reports

> Configuration/Status Pages > Print)

Disable/Enable save file to external USB device

(Scan/Digital Send tab > Scan to USB Drive >

Default Job Options)

Disable/Enable print file from external USB device

(Copy/Print tab > Print from USB Drive Settings)

IT Tasks

OoOoOooono

Configure Scan to Fax (if used)

Configure Scan to Email (if used)
Configure email address book (if used)
Configure Scan to Network Folder (if used)
Connect fax hardware (if used)

Configure fax software (if used)






LaserJet Managed

MFP E72500, E/ /7800, E82500,
E87600 Series
13.A1 tray 1 paper jam

Use the following procedure to check for paper in all possible jam locations related to the Tray 1. When a jam occurs, the
control panel might display a message and an animation that assists in clearing the jam.

e 13.A1.XXJamintray 1

1. Gently remove the jammed paper.

2. Openand then close the front door to resume
printing.
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LaserJet Managed

MFP E72500, E/ /7800, E82500,
E87600 Series
13.A2, 13.A3 tray 2, tray 3 paper jam

Use the following procedure to check for paper in all possible jam locations related to Tray 2 or Tray 3. When a jam occurs,
the control panel might display a message and an animation that assists in clearing the jam.

e 13.A2XXJamintray 2
e 13.A3.XXJamintray 3

f CAUTION:  The fuser can be hot while the printer is in use. Wait for the fuser to cool before handling it.

99

B NOTE: The procedure to clear a paper jam in Tray 3 is the same as for Tray 2. Only Tray 2 is shown here.

1. Open the right door.
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2. Gently remove any jammed paper.

3.  Close theright door.
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4.  Openthetray.
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5. Gently remove any jammed paper.

6.  Close the tray. Printing automatically resumes.
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LaserJet Managed

@ MFP E72500, E77800, E82500,
E87600 Series

Clear paper jams in the Booklet maker

Clear jams in the top output area

1. Open the top cover.

2.  Lift the TF feeder, and then turn the knob while the TF feeder is lifted.

3. Remove any jammed paper.
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Clear jams in the booklet maker paper path

1. Open the booklet maker door.

2. Releasethe lever.
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3. Turnthe knob.

4. Remove the jammed paper.

Clear jams in the booklet maker booklet output area

1. Open the booklet maker door.
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2. Pull out the booklet maker assembly until it stops.

3.

.a e

|
4. Remove the jammed paper/booklet from the output area.

Clear jams in the booklet maker assembly-right-upper area

1. Open the booklet maker door.
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2. Pull out the booklet maker assembly until it stops.
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3. Open the vertical tray by pulling outward on the green tab.

T

4.  Remove the jammed paper.

Clear jams in the booklet maker assembly left middle area

1. Open the booklet maker door.
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2. Pull out the booklet maker assembly until it stops.

3. Pull the green tab.

4. Remove the jammed paper.
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5. Open the clear plastic door at the left bottom.

6. Remove the jammed paper.

Clear jams in the booklet maker assembly left lower area

1. Open the booklet maker door.
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2. Pull out the booklet maker assembly until it stops.

3. Opentheroller door.
4. Remove the jammed paper.

5. Open the clear plastic door at the left bottom.

6.  Remove the jammed paper.

Clear jams in the IPTU

1. Lift the IPTU cover and clear any jammed paper inside the IPTU.
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2. Close the IPTU cover.

Clear jams in the inner finisher (IF)

1. Openthe staple cartridge access door.
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2. Rotate the lever to the left to release the hooks that secure the inner finisher (they hold the IF in place).

3. Slide the inner finisher partially out.

4.  Release the lever to open the right cover on the inner finisher.
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5. Lift the inner finisher jam access cover, and then remove any jammed paper inside the rear of the inner finisher.

6.  Close the inner finisher jam access cover.
7. Close the inner finisher right cover.

8.  Open the output side jam access cover, and then remove any jammed paper.

9.  Close the output side jam access cover.
10. Slide the inner finisher in until it clicks into place.

11. Close the staple cartridge access door.
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LaserJet Managed

@ MFP E72500, E77800, E82500,
E87600 Series

Clear paper jams in the Bottom HCl

Clear paper jams in the Bottom HCl

1. Open the HCl.

3. Closethe HCl.
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LaserJet Managed

@ MFP E72500, E77800, E82500,
E87600 Series

Clear paper jams in the High-volume finisher

Clear jams in the High-volume finisher output area

1. Open the top cover.

2.  Lift the TF feeder, and then turn the knob while the TF feeder is lifted.

3. Remove any jammed paper.
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LaserJet Managed

MFP E72500, E77800, E82500,
E87600 Series

Energy-conservation settings

° Set the sleep timer and configure the printer to use 1 watt or less of power

° Set the sleep schedule

Set the sleep timer and configure the printer to use 1 watt or less of
power

The sleep settings affect how much power the printer uses, the wake/sleep time, how quickly the printer enters sleep mode,
and how quickly the printer wakes up from sleep mode.

To configure the printer to use 1 watt or less of power while in sleep mode, enter times for both the Sleep after Inactivity
and Auto Off after sleep settings.

1. From the Home screen on the printer control panel, select Settings.
2. Open the following menus:

e  (eneral

e  Energy Settings

e  Sleep Settings

3. Select Sleep after Inactivity to specify the number of minutes the printer is inactive before it enters sleep mode. Enter
the appropriate time period.

4, Select Auto Off after sleep to put the printer into a deeper power save mode after a period of sleep. Enter the
appropriate time period.

[%9 NOTE: By default, the printer will wake from Auto Off in response to any activity other than USB or Wi-Fi. For greater
energy settings, you can set it to wake only to the power button by selecting Shut down (wake on power button only).

5. Select Done to save the settings.

Set the sleep schedule

Use the Sleep Schedule feature to configure the printer to automatically wake or go into Sleep mode at specific times on
specific days of the week.

1. From the Home screen on the printer control panel, select Settings.
2. Open the following menus:

e  (eneral

° Energy Settings

e  Sleep Schedule
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3. Select the New Event button, and then select the type of event to schedule: Wake Event or Sleep Event.

4.  For awake or sleep event, configure the time and the days of the week for the event. Select Save to save the setting.
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LaserJet Managed

MFP E72500, E/ 7800, E82500,

E87600 Series
How to load paper to Tray 1

The following information describes how to load paper into Tray 1. This tray holds up to 100 sheets of 75 g/m? (20 Lb) paper
or 10 envelopes.

@ NOTE: Select the correct paper type in the print driver before printing.

1. OpenTray 1.

2. Pull out the tray extension to support the paper.
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3. Use the adjustment latch to spread the paper
guides to the correct size, and then load paper in
the tray.

Make sure that the paper fits under the fill line on
the paper guides.

NOTE: The maximum stack heightis 10 mm
(0.4 in), or approximately 100 sheets of 75 g/m?
(20 lb) paper.

4.  Using the adjustment latch, adjust the side guides
so that they lightly touch the paper stack, but do
not bend it.
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Use alternative letterhead mode

Use the Alternative Letterhead Mode feature to load letterhead or preprinted paper into the tray the same way for all jobs,
whether printing to one side of the sheet of paper or to both sides. When using this mode, load paper as for automatic
duplex printing.

To use the feature, enable it by using the printer control-panel menus.

Enable Alternative Letterhead Mode by using the printer control-panel menus
1. From the Home screen on the printer control panel, select Settings.
2. Open the following menus:

e  (opy/Print

° Manage Trays

e  Alternative Letterhead Mode

3. Select On.
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LaserJet Managed

MFP E72500, E/ /7800, E82500,
E87600 Series
How to load paper to Tray 2 or Tray 3

The following information describes how to load paper in Tray 2 and Tray 3. These trays hold up to 520 sheets of 75 g/m?
(20 Ib) paper.

A CAUTION: The procedure to load paper to Tray 2 and Tray 3 is the same. Only Tray 2 is shown here.

1. Open the tray.

NOTE: Do not open this tray while it is in use.

2. Before loading paper, adjust the paper-width
guides by holding down the blue lock/unlock
toggle switch on the rear paper-width guide,
pinching the blue adjustment latch on the front
paper-width guide, and then sliding the guides to
the fully open position.
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3. Adjust the paper-length guide by pushingin at the
bottom of the blue adjustment latch while sliding
the guide to the size of the paper being used.

4.  Load paper into the tray.
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Adjust the paper-length and paper-width guides to
the size of the paper being used. Check the paper
to verify the guides lightly touch the stack, but do
not bend it.

NOTE: Do not adjust the paper guides tightly
against the paper stack. Adjust them to the
indentations or markings in the tray.

NOTE: To prevent jams, adjust the paper guides
to the correct size and do not overfill the tray. Be
sure that the top of the stack is below the tray full
indicator.

Close the tray.

The tray configuration message displays on the
printer control panel.

Select OK to accept the detected type and size, or
select Modify to choose a different paper size or

type.

For custom-size paper, specify the Xand Y
dimensions for the paper when the prompt
displays on the printer control panel.
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Use alternative letterhead mode

Use the Alternative Letterhead Mode feature to load letterhead or preprinted paper into the tray the same way for all jobs,
whether printing to one side of the sheet of paper or to both sides. When using this mode, load paper as for automatic
duplex printing.

To use the feature, enable it by using the printer control-panel menus.

Enable Alternative Letterhead Mode by using the printer control-panel menus
1. Fromthe Home screen on the printer control panel, select Settings.
2. Open the following menus:

e  (opy/Print

° Manage Trays

e  Alternative Letterhead Mode

3. Select On.
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LaserJet Managed

@ MFP E72500, E/ 7800, E82500,

E87600 Series
How to load paper to the HCl

1. Openthe HCl.
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2. Load theright side of the tray. The left side of the tray can also be loaded at the same time.

|

IMPORTANT: The paper transport guide must be positioned all the way to the left before loading paper in the left side
of the HCI.

@9 NOTE: Only load paper that the tray supports: A4 or Letter. Loading paper that the tray is NOT configured for can trip
the paper retainer on the left side of the tray.

3.  Close the HCl.
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LaserJet Managed

MFP E72500, E77800, E82500,
E87600 Series

How to make a copy

Follow these steps to make a copy from the scanner glass or the document feeder.

1.

Place the document face-down on the scanner glass, or place it face-up in the document feeder and adjust the paper
guides to fit the size of the document.

From the Home screen on the printer control panel, select Copy.

=

Select settings from the Sides menu and the Color/Black menu (color printers), and then select Done.

If you are using a Quick Set, select Load under Quick Sets and Defaults. Select the Quick Set from the list, and then
select Load in the lower right corner.

[% NOTE: Quick Sets are predefined copy settings for various types of output, such as Text, Photograph, and High

Quality.

To adjust settings, such as Reduce/Enlarge and Content Orientation, select Options in the lower left corner, and then
select the settings from the Options menus. Select Done if prompted.

Optional Preview: Touch the right pane of the screen to preview the document. You can use the Expand and Collapse
buttons on the left side of the preview pane to expand and collapse the preview screen.

Expand button Collapse button

Use the buttons on the right of the screen to adjust the preview options and to rearrange, rotate, insert, or remove
pages.

© Copyright 2017 HP Development Company, L.P. 1 www.hp.com/go/support




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



Toggle between the two-page view and the thumbnail view. More options are available in the thumbnail view
than in the two-page view.

od
OO

illl
Q1

Zoom in or out on the selected page.

NOTE: Select only one page at a time to use these buttons.

Rotate the page 180 degrees.

NOTE: This button is available only in the thumbnail view.

Delete the selected pages.

NOTE: This button is available only in the thumbnail view.

Rearrange the pages within the document. Select one or more pages and move them to the left or right.

NOTE: These buttons are available only in the thumbnail view.

Add a page to the document. The printer prompts you to scan additional pages.

EonagBEBR

Clear the changes made in the preview and start over.

| -

7. To adjust the number of copies, touch the box to the left of the Copy button, and then select the number of copies
from the keypad that opens. Select the Close [l button to close the keypad.

8.  When the document is ready, select Copy to begin copying.
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LaserJet Managed

MFP E72500, E77800, E82500,
E87600 Series

How to print (OS X)

The following procedure describes the basic printing process for 0S X.

1. Click the File menu, and then click the Print option.
2. Select the printer.
3. Click Show Details or Copies & Pages, and then select other menus to adjust the print settings.

[:?’”r NOTE: The name of the item varies for different software programs.

4.  Click the Print button.

Automatically print on both sides (OS X)

@ NOTE: This information applies to printers that include an automatic duplexer.

)99

[ NOTE: This feature is available if you install the HP print driver. It might not be available if you are using AirPrint.

1. Click the File menu, and then click the Print option.
2.  Select the printer.

3. Click Show Details or Copies & Pages, and then click the Layout menu.

[% NOTE: The name of the item varies for different software programs.

4,  Select a binding option from the Two-Sided drop-down list.

5. Click the Print button.

Print multiple pages per sheet (OS X)
1. Click the File menu, and then click the Print option.
2. Select the printer.

3. Click Show Details or Copies & Pages, and then click the Layout menu.

[%”Nf NOTE: The name of the item varies for different software programs.

4. From the Pages per Sheet drop-down list, select the number of pages that you want to print on each sheet.
5. Inthe Layout Direction area, select the order and placement of the pages on the sheet.
6.  From the Borders menu, select the type of border to print around each page on the sheet.

7. Click the Print button.
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Select the paper type (0S X)
1. Click the File menu, and then click the Print option.
2. Select the printer.

3. Click Show Details or Copies & Pages, and then click the Media & Quality menu or the Paper/Quality menu.

[%F NOTE: The name of the item varies for different software programs.

4. Select from the Media & Quality or Paper/Quality options.

[%,/r NOTE: This list contains the master set of options available. Some options are not available on all printers.

e  Media Type: Select the option for the type of paper for the print job.

e  Print Quality: Select the resolution level for the print job.

e  Edge-To-Edge Printing: Select this option to print close to the paper edges.

e  EconoMode: Select this option to conserve toner when printing drafts of documents.

5. Click the Print button.
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LaserJet Managed

MFP E72500, E77800, E82500,
E87600 Series

How to print (Windows)

The following procedure describes the basic printing process for Windows.

1.
2.

3.

From the software program, select the Print option.

Select the printer from the list of printers. To change settings, click the Properties or Preferences button to open the
print driver.

[%Nf NOTE: The name of the button varies for different software programs.

[%/f‘ NOTE: In Windows 10, 8.1, and 8, these applications will have a different layout with different features from what is

described below for desktop applications. To access the print feature from a Start screen app, complete the following
steps:

e  Windows 10: Select Print, and then select the printer.
e  Windows 8.1 or 8: Select Devices, select Print, and then select the printer.

For the HP PCL-6 V4 driver, the HP AiQ Printer Remote application downloads additional driver features when More
settings is selected.

[%/f‘ NOTE: For more information, click the Help (?) button in the print driver.

Click the tabs in the print driver to configure the available options. For example, set the paper orientation on the
Finishing tab, and set the paper source, paper type, paper size, and quality settings on the Paper/Quality tab.

Click the OK button to return to the Print dialog box. Select the number of copies to print from this screen.

Click the Print button to print the job.
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Automatically print on both sides (Windows)

Use this procedure for printers that have an automatic duplexer installed. If the printer does not have an automatic duplexer
installed, or to print on paper types that the duplexer does not support, print on both sides manually.

1. From the software program, select the Print option.

2. Select the printer from the list of printers, and then click the Properties or Preferences button to open the print driver.

B NOTE:  The name of the button varies for different software programs.

r_'%“ NOTE: In Windows 10, 8.1, and 8, these applications will have a different layout with different features from what is
described below for desktop applications. To access the print feature from a Start screen app, complete the following
steps:

e  Windows 10: Select Print, and then select the printer.
e  Windows 8.1 or 8: Select Devices, select Print, and then select the printer.

For the HP PCL-6 V4 driver, the HP AiO Printer Remote application downloads additional driver features when More
settings is selected.

3. Click the Finishing tab.
4.  Select Print on both sides. Click OK to close the Document Properties dialog.

5. Inthe Print dialog, click Print to print the job.

Print multiple pages per sheet (Windows)

1. From the software program, select the Print option.

2. Select the printer from the list of printers, and then click the Properties or Preferences button to open the print driver.

E¥ NOTE:  The name of the button varies for different software programs.

[% NOTE: InWindows 10, 8.1, and 8, these applications will have a different layout with different features from what is
described below for desktop applications. To access the print feature from a Start screen app, complete the following
steps:

e  Windows 10: Select Print, and then select the printer.
e  Windows 8.1 or 8: Select Devices, select Print, and then select the printer.

For the HP PCL-6 V4 driver, the HP AiO Printer Remote application downloads additional driver features when More
settings is selected.

3. Click the Finishing tab.
4.  Select the number of pages per sheet from the Pages per sheet drop-down.

5. Select the correct Print page borders, Page order, and Orientation options. Click OK to close the Document Properties
dialog.

6.  Inthe Print dialog, click Print to print the job.
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Select the paper type (Windows)
1. From the software program, select the Print option.

2. Select the printer from the list of printers, and then click the Properties or Preferences button to open the print driver.

[:?’”r NOTE: The name of the button varies for different software programs.

[:;’/f’ NOTE: In Windows 10, 8.1, and 8, these applications will have a different layout with different features from what is
described below for desktop applications. To access the print feature from a Start screen app, complete the following
steps:

e  Windows 10: Select Print, and then select the printer.
e  Windows 8.1 or 8: Select Devices, select Print, and then select the printer.

For the HP PCL-6 V4 driver, the HP AiO Printer Remote application downloads additional driver features when More
settings is selected.

3. Click the Paper/Quality tab.
4.  Select the paper type from the Paper type drop-down list.
5. Click OK to close the Document Properties dialog. In the Print dialog, click Print to print the job.
If the tray needs to be configured, a tray configuration message displays on the printer control panel.
6.  Load the tray with the specified type and size of paper, and then close the tray.

7. Touch the OK button to accept the detected type and size, or touch the Modify button to choose a different paper size
or type.

8.  Select the correct type and size, and then touch the OK button.
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@ LaserJet Managed
MFP E72500, E/ /7800, E82500,
E87600 Series

How to replace the staple cartridges
Introduction

The following information provides instructions to replace the staple cartridges in the printer inner finisher, the stapler/
stacker finisher, and the booklet finisher.

Inner finisher Stapler/stacker finisher Booklet finisher
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Remove and replace the staple cartridge in the inner finisher

1. Opentheinner finisher front door.

2. Grasp the colored tab on the staple cartridge
carriage, and then pull the staple cartridge carriage
straight out.

3.  Lift two tabs on the staple cartridge, and then lift
up to remove the empty staple cartridge from the
staple cartridge carriage assembly.

IMPORTANT: Do not discard the staple cartridge
carriage. It must be reused with the new staple
cartridge.
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4. Insert the new staple cartridge into the staple
cartridge carriage.

5. Reinstall the staple cartridge carriage into the
stapler by pressing the colored handle inward until
it snaps into place.

6.  Close the inner finisher front door.
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Remove and replace the staple cartridge in the stapler/stacker
finisher

1. Open the finisher front door.

2. Rotate the knob counterclockwise to move the
staple cartridge assembly all the way to the front.

3. Hold the knob to immaobilize the staple cartridge
assembly, grasp the colored tab on the staple
cartridge carriage, and then pull the staple
cartridge carriage straight out.
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4.  Lift two tabs on the staple cartridge, and then lift
up to remove the empty staple cartridge from the
staple cartridge carriage assembly.

IMPORTANT: Do not discard the staple cartridge
carriage. It must be reused with the new staple
cartridge.

5. Insert the new staple cartridge into the staple
cartridge carriage.
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6.  Hold the knob to immaobilize the staple cartridge
assembly, insert the new staple cartridge into the
assembly, and then press the colored handle
inward until it snaps into place.

7. Close the finisher front door.

1. Open the finisher front door.
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2. Pull out the booklet finisher assembly until it stops.

3. Pull the colored tabs away from the assembly, and
then pull them up remove the two staple
cartridges.

4.  Pushinthe two blue tabs, and then lift up to open
the top of the staple cartridge carriage.
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5. Lift two tabs on each staple cartridge, and then lift
up to remove the empty staple cartridges from the
staple cartridge carriages.

IMPORTANT: Do not discard the staple cartridge
carriages. They must be reused with the new
staple cartridges.

6. Insert the new staple cartridges into the staple
cartridge carriages.

7. Reinstall the two staple cartridge carriages into the
booklet maker by pressing the colored handles
until they snap into place.
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8.  Slide the booklet assembly into the finisher.

9.  Close the finisher front door.
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LaserJet Managed
MFP E72525, E72530, E72535

How to replace the toner cartridge

The printer Supplies Status Page indicates when the toner cartridge level is low. The actual cartridge life remaining can vary.
The cartridge does not need to be replaced at this time. Consider having a replacement cartridge available to install when
print quality is no longer acceptable.

/

Table 1 Toner cartridge information

[tem Part number

HP Black Managed LJ Toner Cartridge WS005MC

Do not remove the cartridge from its package until you are ready to use it.

l% NOTE: Information about recycling used toner cartridges is included on the cartridge box and in the recycling guide inside
the box.

1. Open the front door of the printer.
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2. Grasp the end of the used cartridge and pull it straight out to remove it.

3. Remove the new cartridge from the packaging.

A~

99

B NOTE: Saveall packaging for recycling the used cartridge.

4,  Hold both ends of the cartridge and rock it 5 or 6 times to evenly distribute the toner that is inside.

\
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5. Pull the sealing tapes out of the cartridge and discard the tapes.

A CAUTION: If toner gets on clothing, wipe it off by using a dry cloth and wash the clothes in cold water. Hot water sets
toner into fabric.

6.  Hold the cartridge and align it with the corresponding slot inside the printer. Insert the cartridge into its slot until it
locks in place.
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7.  Close the front door.

r.%r NOTE: If the front door is not closed completely, the printer will not operate.
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Color LaserJet Managed
MFP E77822,E77825,E77830

How to replace a toner cartridge

The printer Supplies Status Page indicates when a toner cartridge level is low. The actual cartridge life remaining can vary.
The cartridge does not need to be replaced at this time. Consider having a replacement cartridge available to install when
print quality is no longer acceptable.

/

Table 1 Toner cartridge information

[tem Part number
HP Black Managed LJ Toner Cartridge WS040MC
HP Cyan Managed LJ Toner Cartridge WS041MC
HP Yellow Managed LJ Toner Cartridge WS042MC
HP Magenta Managed LJ Toner Cartridge W9043MC

Do not remove the cartridge from its package until you are ready to use it.

[%9 NOTE: Information about recycling used toner cartridges is included on the cartridge box and in the recycling guide inside
the box.

1. Open the front door of the printer.

© Copyright 2017 HP Development Company, L.P. 1 www.hp.com/go/support




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



2. Grasp the end of the used cartridge and pull it straight out to remove it.

3. Remove the new cartridge from the packaging.

N

=

[%9 NOTE: Save all packaging for recycling the used cartridge.
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4. Hold both ends of the cartridge and rock it 5 or 6 times to evenly distribute the toner that is inside.

4

A CAUTION: If toner gets on clothing, wipe it off by using a dry cloth and wash the clothes in cold water. Hot water sets
toner into fabric.

5. Hold the cartridge and align it with the corresponding slot inside the printer. Insert the cartridge into its slot until it
locks in place.
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6.  Close the front door.

r%’ NOTE: If the front door is not closed completely, the printer will not operate.

Color LaserJet Managed 4 www.hp.com/go/support




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




Color LaserJet Managed
MFP E87640, EB7650, EB7660

How to replace a toner cartridge

The printer Supplies Status Page indicates when a toner cartridge level is low. The actual cartridge life remaining can vary.
The cartridge does not need to be replaced at this time. Consider having a replacement cartridge available to install when
print quality is no longer acceptable.

/

Table 1 Toner cartridge information

[tem Part number
HP Black Managed LJ Toner Cartridge WS050MC
HP Cyan Managed LJ Toner Cartridge WS051MC
HP Yellow Managed LJ Toner Cartridge WS052MC
HP Magenta Managed LJ Toner Cartridge W9053MC

Do not remove the cartridge from its package until you are ready to use it.

[%9 NOTE: Information about recycling used toner cartridges is included on the cartridge box and in the recycling guide inside
the box.

1. Open the front door of the printer.
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2. Grasp the end of the used cartridge and pull it straight out to remove it.

3. Remove the new cartridge from the packaging.

99

B NOTE: Saveall packaging for recycling the used cartridge.
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4.  Rotate the end cap counterclockwise until the end cap releases from the end of the cartridge. Discard the end cap.

4 )

5. Hold both ends of the cartridge and rock it 5 or 6 times to evenly distribute the toner that is inside.

=

A CAUTION: If toner gets on clothing, wipe it off by using a dry cloth and wash the clothes in cold water. Hot water sets
toner into fabric.
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6. Hold the cartridge and align it with the corresponding slot inside the printer. Insert the cartridge into its slot until it
locks in place.

Close the front door.

[% NOTE: If the front door is not closed completely, the printer will not operate.
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LaserJet Managed
MFP E82540, E82550, E82560

How to replace the toner cartridge

The printer Supplies Status Page indicates when the toner cartridge level is low. The actual cartridge life remaining can vary.
The cartridge does not need to be replaced at this time. Consider having a replacement cartridge available to install when
print quality is no longer acceptable.

/

Table 1 Toner cartridge information

[tem Part number

HP Black Managed LJ Toner Cartridge W9014MC

Do not remove the cartridge from its package until you are ready to use it.

l% NOTE: Information about recycling used toner cartridges is included on the cartridge box and in the recycling guide inside
the box.

1. Open the front door of the printer.
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2. Rotate the cartridge lever down, and then pull the used cartridge straight out to remove it.

3. Remove the new cartridge from the packaging.

@ NOTE: Save all packaging for recycling the used cartridge.
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4.  Hold both ends of the cartridge and rock it 5 or 6 times to evenly distribute the toner that is inside.

w

5. Pull the sealing tapes out of the cartridge and discard the tapes.

@
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/\ CAUTION:  If toner gets on clothing, wipe it off by using a dry cloth and wash the clothes in cold water. Hot water sets
toner into fabric.
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6. Hold the cartridge and align it with the corresponding slot inside the printer. Insert the cartridge into its slot until it
locks in place, and then rotate the cartridge lever up.

7.  Close the front door.

[%9 NOTE: If the front door is not closed completely, the printer will not operate.
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LaserJet Managed

MFP E72500, E77800, E82500,
E87600 Series

How to send a fax
Introduction

The printer has a feature that allows you to fax a document to one or more recipients.

@r NOTE: Before you can send a fax, your printer administrator or IT department must use the HP Embedded Web Server to
enable the feature and set it up.

Send a fax

1. Place the document face-down on the scanner glass, or place it face-up in the document feeder and adjust the paper
guides to fit the size of the document.

2. From the Home screen on the printer control panel, select Fax. You might be prompted to type a user name and
password.

3

3. Specify the recipients by using one of these methods:

Enter recipients manually

A Touch the Fax Recipients text field, and then use the keypad to enter the fax number. To send to multiple fax
numbers, separate the numbers with a semicolon, or select the Enter & button on the touchscreen keyboard

after typing each number.

Enter recipients from the Contacts list

a.  Select the Contacts [H] button that is next to the Fax Recipients field to open the Contacts screen.
b.  Select the appropriate contact list.

c.  Select aname or names from the list of contacts to add to the recipients list, and then select Add.

4.  Toload a Quick Set, select Load, select the Quick Set, and then select Load under the Quick Sets list.

[% NOTE: Quick Sets are predefined settings for various types of output, such as Text, Photograph, and High Quality. You
can select a Quick Set to view the description.

5. To configure settings, such as Resolution, Sides, and Content Orientation, select Options in the lower left corner, and
then select the settings from the Options menus. Select Done if prompted.
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6.  Optional Preview: Touch the right pane of the screen to preview the document. You can use the Expand and Collapse
buttons on the left side of the preview pane to expand and collapse the preview screen.

Expand button Collapse button

Use the buttons on the right of the screen to adjust the preview options and to rearrange, rotate, insert, or remove
pages.

Toggle between the two-page view and the thumbnail view. More options are available in the thumbnail view
than in the two-page view.

Zoom in or out on the selected page.

NOTE: Select only one page at a time to use these buttons.

Rotate the page 180 degrees.

NOTE: This button is available only in the thumbnail view.

Delete the selected pages.

NOTE: This button is available only in the thumbnail view.

Rearrange the pages within the document. Select one or more pages and move them to the left or right.

NOTE: These buttons are available only in the thumbnail view.

onEoBEBEHB
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Add a page to the document. The printer prompts you to scan additional pages.

Clear the changes made in the preview and start over.

7. When the document is ready, select Send to send the fax.

© Copyright 2017 HP Development Company, L.P. 3 www.hp.com/go/support




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




LaserJet Managed

MFP E72500, E77800, E82500,
E87600 Series

How to staple with an optional finisher accessory

° Introduction

° Staple when copying from the document feeder

° Staple when printing from Windows

° Staple when printing from 0S X

° Staple with the exterior convenience stapler

° Staple configurations and supported papers

Introduction

If an optional stapler finisher accessory is installed on the printer, you can assemble and staple pages when printing or
copying. The collate option assembles the pages in the correct order in each set of copies. You can collate and staple with
the following types of optional accessories.

Inner Finisher Stapler/Stacker Finisher or Booklet Finisher

An Inner Finisher accessory fits inside the printer bin. A Stapler/Stacker Finisher accessory or a Booklet Finisher accessory
attaches to the side of the printer.

[ ] P W

. =

Staple when copying from the document feeder

Follow these steps to collate and staple when copying from the automatic document feeder (ADF) optional accessory.
1. Place the documents face-up in the document feeder and adjust the paper guides to fit.

2. From the Home screen on the printer control panel, select Copy.
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8.

Select Options in the lower left corner.
Select Staple in the Options list, and then select the desired stapling option from the Staple/Hole Punch menu.

The collate option is on by default. To turn off the collate option, scroll down to the end of the Options menu, select
Collate, and then select Off.

Select any other settings needed from the Options menu, such as Sides and Content Orientation. Select Done if
prompted.

To adjust the number of copies, touch the box to the left of the Copy button, and then select the number of copies
from the keypad that opens. Select the Close button to close the keypad.

Select Copy to begin copying.

Staple when printing from Windows

Follow these steps to collate and staple when printing from a Windows application, using either an HP UPD print driver, or
the HP PCL 6 or HP PCL-6 V4 printer-specific print driver.

[% NOTE: Other print drivers might not support the collate/staple features provided by the printer accessory.

1.
2.
3.
4.

5

From the software program, select the Print option.

Select the printer from the list of printers, and then select the Properties or Preferences button to open the print driver.
Select the Output tab, and from the Staple drop-down menu, select the position and number of staples.

Select any other settings from the other tabs in the print driver.

Select OK, and then select Print.

Staple when printing from OS X

Follow these steps to collate and staple when printing from an OS X application, using an HP print driver.

[:?’”r NOTE: Other print drivers might not support the collate/staple features provided by the printer accessory.

1.
2.

3.
4,

In the application, select File, select Print, and then select the appropriate printer in the Printer drop-down menu.

Just below Orientation, in the drop-down menu, select Finishing.

[%]’9 NOTE: The name of the item varies for different software programs.

Select the Staple drop-down menu, and then select the position and number of staples.

Select Print.

Staple with the exterior convenience stapler

The Stapler/Stacker Finisher and Booklet Finisher have a convenient exterior slot for stapling documents. To use the exterior
stapler, align the documents and then insert them into the slot. Press the Staple button on the top of the finisher. The
finisher staples the documents on the corner that you insert.

[% NOTE: The printer must be awake (not in sleep mode) in order to use the exterior convenience stapler.
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Staple configurations and supported papers

HP staple accessories can produce several staple configurations. The output result depends on the supported paper size,
document orientation, and feed orientation. (Feed orientation is the direction that you load the paper in the tray.)

Long edge feed orientation Short edge feed orientation
Aa
Aa 123
123

# Direction of delivery

Direction
of delivery
Portrait document orientation Landscape document orientation
Aa
Aa 123
123
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The following tables show the output options for supported papers.

[%0 NOTE: The following paper types do not support stapling:

Heavy envelope
Labels
Transparency

Envelope

User Types 1 to 10 (custom paper sizes added to the print driver via the HP Embedded Web Server or HP Web Jet

Admin)

Table 25 One staple — Long edge tray feed orientation

Supported papers One staple left One staple right
° Letter Portrait
e 216x279(85x%x11in) / \
° A4 Aa Aa
o 210x297mm(B3x11.7) 123 123
Landscape
7 Aa Aa
123 123
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Table 26 One staple —Short edge tray feed orientation

Supported papers

One staple left

One staple right

Letter
216x279(8.5x11in)

A4

210%x297 mm (8.3 x11.7)
Ledger
279x432(11x171in)

A3

297 x420mm (11.7 x 16.5in)
B4 (JIS)

257 x364 mm (10.1 x 14.3)
Legal

216 X356 mm (8.5 x 14.0)
Long Bond

216 x330mm (8.5x 13 in)
Oficio

216x340mm (8.5 x 13.4)
8K

270x390mm (10.6 x 15.3)

Portrait

7/
Aa
123

Aa
123

Landscape

Y
123

123

Aa >

Table 27 Two staples—Long edge tray feed orientation

Supported papers

Two staples left or top

Two staples left

Two staples right

Two staples top

Letter
216x279(8.5%x 111in)
A4

210%x297 mm (8.3x11.7)

Portrait

IAa

1 123

IAa

1 123

Aa '
123,

Not supported

Landscape

Aa
123

Not supported

Not supported

Aa
123
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Table 28 Two staples— Short edge tray feed orientation

Supported papers Two staples top or left Two staples left Two staples right Two staples top
° Letter Portrait

e 216x279(8.5x%x11in) -— -— Not supported Not supported — -—

* M Aa Aa

o 210%x297mm(83x11.7) 123 123

° Ledger

o 279%x432(11x17in) Landscape

e A3 1 Aa 1 Aa Aa Not supported
e 297x420mm(11.7x 16.5in) : 123 : 123 123

o B4(IS)

o 257x364mm(10.1x14.3)

° Legal

° 216 X356 mm (8.5 x 14.0)

e longBond

e 216x330mm(8.5x13in)

e  Oficio

o 216x340mm(8.5x13.4)

e 8K

° 270%390 mm (10.6 x 15.3)
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LaserJet Managed

MFP E72500, E77800, E82500,
E87600 Series

How to use the booklet finisher to create a brochure

° Introduction

° Print on a folded brochure when copying from the automatic document feeder (ADF)

° Print on a folded brochure from the computer using an HP UPD print driver or HP PCL 6 or HP PCL-6 V4 printer-specific
print drivers for Windows® and an HP print driver for Mac

Introduction

Use the HP LaserJet booklet finisher to create a brochure with a C-fold or V-fold. A C-fold job can be from one to three pages,
and a V-fold job can be one to five pages.

[%y NOTE: This option is available only when an HP LaserJet booklet finisher is attached to the printer.

Print on a folded brochure when copying from the automatic
document feeder (ADF)

In order to copy into folded output from the automatic document feeder (ADF), configure the fold settings.

1. Onthe printer control panel Home screen, select Copy.

2. Inthe Copy menu, select Options, and then select Fold.
3. Select either V-fold or C-fold.
4.  Enter a number in the Maximum Sheets per Set field.

5. Select Advanced fold options to configure the following features:

V-fold
° Inward fold

° Outward fold

C-fold
e Inward fold; opens left or up

e Inward fold; opens right or down
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6.  Select Done to save the settings.

7. Select Copy to print.

Print on a folded brochure from the computer using an HP UPD print
driver or HP PCL 6 or HP PCL-6 V4 printer-specific print drivers for
Windows® and an HP print driver for Mac

e  Windows®

e (OSX

Windows®

Follow these steps to fold when printing from a Windows application, using an HP UPD print driver or HP PCL 6 or
HP PCL-6 V4 print drivers for your specific printer.

[% NOTE: Other print drivers might not support the fold feature provided by the printer accessory.

1. Inthe application, click Print.

2. Select the printer the brochure will print from, and then click the Properties or Preferences button to open the print
driver.

3. Click the Output tab, and then, from the Fold drop-down menu, select the desired C-fold or V-fold option.

r.% NOTE: The maximum number of pages for a C-fold brochure is three pages. The maximum number of pages for a V-
fold brochure is five pages.

4.  Select any other settings from the other tabs in the print driver.
5. Click OK. The properties dialog box closes.

6.  Click Print. The brochure is printed and folded in the correct order.

[%0 NOTE: The Fold option in the printer driver is available only when an HP LaserJet booklet finisher is attached to the printer.

0S X

Follow these steps to create a folded brochure when printing from an OS X application.
1. Select File, and then click Print.

2. Under Printer, select the printer.

3. Just below Orientation, in the drop-down menu, select Finishing.

4. From the Fold drop-down menu, select the desired C-fold or V-fold option.

949

EL NOTE:  The maximum number of pages for a C-fold brochure is three pages. The maximum number of pages for a V-
fold brochure is five pages.

5. Select Print. The brochure is printed and folded in the correct order.

[% NOTE: The Fold option in the printer driver is available only when an HP LaserJet booklet finisher is attached to the printer.
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LaserJet Managed

MFP E72500, E77800, E82500,
E87600 Series

How to use the booklet finisher to make booklets

° Introduction

° Make a booklet when copying from the automatic document feeder (ADF)

° Create and use booklet printing shortcuts

° Print a booklet from the computer using an HP UPD print driver or HP PCL 6 or HP PCL-6 V4 printer-specific print
drivers for Windows® and an HP print driver for Mac

° Create a booklet in Microsoft® Publisher 2010 or 2013

e  Make abooklet in Adobe® Reader XI (Windows®)

Introduction

Use the HP LaserJet booklet finisher to print, fold, and staple projects for simple and efficient booklet making. This feature
copies two or more pages onto one sheet of paper to fold down the middle and staple with two staples in the center to form
a booklet. The printer arranges the pages in the correct order. For example, if the original document has eight pages, the
printer prints pages one and eight on the same sheet of paper.

@r NOTE: This option is available only when an HP LaserJet booklet finisher is attached to the printer.

2\4ake) a booklet when copying from the automatic document feeder
ADF

In order to copy into booklet output and print a booklet from the automatic document feeder (ADF), you must configure the
booklet format settings.

1. Onthe printer control panel Home screen, select Copy.

2. Select Options.
3. Select Booklet, and then select from the following booklet options:

e  Booklet Format: Select this option, and then select Borders on each page to add a page border to the booklet
pages.

e  Fold and Stitch: Select this option, and then select Automatic or Custom to set a booklet page limit.

4. Select Done.
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5. Asneeded, set the other copy options that are marked on the control panel with a triangle.

99

B NOTE: For abooklet, the original document may be on one side of a single A4 210 x 297 mm (8.3 x 11.7 in) or letter
216 x 279 mm (8.5 x 11 in) sheet of paper. To print full-size booklets, select either A3 (Ad) or 11 x 17 (letter) in the
Paper Selection menu, Paper Size option setting.

6.  When all necessary options have been set, select Copy on the control panel to print the booklet.

Create and use booklet printing shortcuts

° Create a booklet printing shortcut in a Windows® application using an HP UPD print driver or HP PCL 6 or HP PCL-6 V4
printer-specific print drivers

° Create a booklet printing preset shortcut in a OS X application using an HP print driver

e  (reate a Quick Sets shortcut from the HP Embedded Web Server (EWS)

Create a booklet printing shortcut in a Windows® application using an HP UPD print driver or HP PCL 6
or HP PCL-6 V4 printer-specific print drivers

1. Inthe application, select the Print option.
2. Select the printer, and then click the Properties or Preferences button.
3. Click the Printing Shortcuts tab.
4.  Select a printing shortcut.
a. Touse an existing shortcut, select the shortcut from the list on the left side of the screen.
b. Tocreate a new shortcut, follow these steps:
i. On the left side of the screen, select an existing shortcut as a base.

ii.  Onthe right side of the screen, select the print options for the new shortcut.

[%0 NOTE: Always select a shortcut before adjusting any of the settings on the right side of the screen. If you
adjust the settings and then select a shortcut, all your adjustments are lost.

iii.  Click the Save As button.
iv.  Enter the name of the shortcut, and then click the OK button.
5. Click the OK button to close the Document Properties dialog box. In the Print dialog box, click the OK button to print the
job.
Create a booklet printing preset shortcut in a OS X application using an HP print driver
1. Inthe application, select File.
2. Select Print, and under Printer, select the appropriate printer.

3. Make the appropriate selections for the driver preset:
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a. ForPresets, select Save Current Settings as Preset....
b.  For Preset Name, type a name for the preset.
¢.  ForPresets, select Default Settings, Last Used Settings, or Show Presets.

4.  Select OK.

Create a Quick Sets shortcut from the HP Embedded Web Server (EWS)

Quick Sets are shortcut jobs that can be accessed on the main Home screen or within the Quick Sets application at the
printer. Jobs can be set to start immediately upon selection, require an image preview before completion, or use other
helpful options to assist users complete their jobs quickly and reliably. Quick Sets are saved as a unigue job and do not
impact the defaults set for the base application.

e  (onnect to the Embedded Web Server (EWS)

° Configure the Quick Sets shortcut

Connect to the Embedded Web Server (EWS)

1. From the Home screen on the printer control panel, select the Information @ icon, and then select Ethernet «% or
Wireless () to display the IP address or host name.

2. Openaweb browser, and in the address line, type the IP address or host name as it displays on the control panel.
Press the Enter key on the computer keyboard. The EWS opens.

= https://10.10, 0000

[% NOTE: If the web browser displays a message indicating that accessing the website might not be safe, select the
option to continue to the website. Accessing this website will not harm the computer.

E%f NOTE: To prevent unauthorized printer setting changes, administrators might want to add a password to limit access
to the EWS. Click here to learn more.

Configure the Quick Sets shortcut

Each Quick Set can be located either on the printer Home screen or within the Quick Sets application. Each Quick Set must
have a title and a description as these help users at the control panel understand the Quick Set.

° Step one: Set the name and description for the Quick Set and options for user interaction at the control panel

° Step two: Set the Booklet Format

Step one: Set the name and description for the Quick Set and options for user interaction at the control panel
1. Click the Copy/Print tab.
2. Inthe left navigation pane, click Copy Settings.
3. Click Quick Sets, and then click Add to start the Quick Set Wizard.
a.  Under Quick Set Name, enter a title for the Quick Set.
b.  Enter a Quick Set Description.

c.  Setthe Quick Set Start Option, and then click Next.
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Step two: Set the Booklet Format
1. Inthe Copy Settings list, select Booklet, and then select Booklet Format On.
2. Click Next to view a summary of the new Quick Set.

3. Click Finish to save the Quick Set

Print a booklet from the computer using an HP UPD print driver or
HP PCL 6 or HP PCL-6 V4 printer-specific print drivers for Windows®
and an HP print driver for Mac

° Windows®

e (OSX

Windows®

In the following example, a 20-page PDF document is to be printed. The original document is letter size, portrait orientation.
The document is to be printed as a booklet on 11 x 17 paper saddle stitching (two staples) in the center of the document. A
booklet maker/finisher is attached to the printer. The default settings in the application are being used. All the booklet
settings are being selected in the printer driver.

1. Inthe application, select File, and then click Print.
2. Select the printer the booklet will print from.
3. Click Properties. The properties dialog box opens.

4.  Click the Paper/Quality tab and select the paper size for each printed page. This is the page size of the original
document. In this example, choose letter size.

5. Click the Finishing tab, and set the following options:
a.  Select Print on both sides.
b. Inthe Booklet layout drop-down menu, select Left binding.
c.  Inthe Pages per sheet drop-down menu, select 2 pages per sheet.
d. Leave the default page orientation as Portrait.
6.  Click the Effects tab.

7.  Select the Print document on radio button, and select 11 x 17 in the drop-down menu. This is the size of the paper to
be printed on.

8.  Click the Output tab, and in the Staple drop-down menu, select Fold and Stitch (this will automatically fold and staple
the booklet).

9.  Click OK. The properties dialog box closes.

10. Inthe Print dialog box, click OK or Print. The booklet is printed in the correct order.

[% NOTE: The Fold and Stitch option in the printer driver, which automatically folds and staples the booklet, is available only
when a booklet finisher is attached to the printer.
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In the following example, a 20-page PDF document is to be printed. The original document is letter size, portrait orientation.
The document is to be printed as a booklet on 11 x 17 paper saddle stitching (two staples) in the center of the document. A
booklet maker/finisher is attached to the printer. The default settings in the application are being used. All the booklet
settings are being selected in the printer driver.

1.
2.

10.

Select File, and then click Print.

Under Printer, select the printer.

Just below Orientation, in the drop-down menu, select Layout.

For Two-Sided, select Short-Edge binding.

In the same drop-down menu, select Finishing.

For Staple, select Fold and Stitch, which will fold the document and staple two staples in the center of the document.
In the same drop-down menu, select Booklet Printing.

The Format Output as Booklet check box should be checked.

Set the Paper for Booklet to the appropriate paper size to print on. For this example, set it to Tabloid since the booklet
will print two letter size pages on 11 x 17 paper.

Select Print. The booklet is printed in the correct order.

29,

B NOTE:  The Fold and Stitch option in the printer driver, which automatically folds and staples the booklet, is available only

when a booklet finisher is attached to the printer.

Create a booklet in Microsoft® Publisher 2010 or 2013

In the following example, a 20-page PDF document is to be printed. The original document is letter size, portrait orientation.
The document is to be printed as a booklet on 11 x 17 paper saddle stitching (two staples) in the center of the document. A
booklet maker/finisher is attached to the printer. The default settings in Publisher are being used.

1.
2.

After the booklet is created in Publisher 2010 or 2013, click the Page Design tab.
On the menu ribbon, click the Size arrow, and then select Page Setup.

From the Layout type drop-down menu, select Booklet, and then select OK.

In the application, select File, and then click Print.

Select the printer the booklet will print from.

Click Properties. The properties dialog box opens.

Click the Paper/Quality tab, and select the paper size for each printed page. This is the page size of the original
document. In this example, choose letter size.

Click the Finishing tab, and set the following options:
a.  Select Print on both sides.

b.  Inthe Booklet layout drop-down menu, select Left binding.
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10.

11.

12.
13.

¢. Inthe Pages per sheet drop-down menu, select 2 pages per sheet.
d. Leave the default page orientation as Portrait.
Click the Effects tab.

Select the Print document on radio button, and select 11 x 17 in the drop-down menu. This is the size of the paper to
be printed on.

Click the Output tab, and in the Staple drop down menu, select Fold and Stitch (this will automatically fold and staple
the booklet).

Click OK. The properties dialog box closes.

In the Print dialog box, click OK. The booklet is printed in the correct order.

Make a booklet in Adobe® Reader XI (Windows®)

In the following example, a 20-page PDF document is to be printed. The original document is letter size, portrait orientation.
The document is to be printed as a booklet on 11 x 17 paper saddle stitching (two staples) in the center of the document. A
booklet maker/finisher is attached to the printer. The default settings in Adobe® Reader Xl are being used.

[%”r NOTE: If the Booklet button is selected in Adobe® Reader XI and the following steps are done, the page order of the
booklet will be incorrect. Only perform the steps below to get the correct page ordering.

[’_5/{’ NOTE: In this example, two letter-size pages will be printed on 11 x 17 paper to create a 8.5 x 11 booklet.

The following steps show how to configure the printer driver to print the document:

1.
2.

10.

In the application, select File and then Print.
Select the printer the booklet will print from.
Click Properties. The properties dialog box opens.

Click the Paper/Quality tab and select the paper size for each printed page. This is the page size of the original
document. In this example, choose letter size.

Click the Finishing tab, set the following options:

a.  Select Print on both sides.

b. Inthe Booklet layout drop-down menu, select Left binding.

¢. Inthe Pages per sheet drop-down menu, select 2 pages per sheet.
d. Leave the default page orientation as Portrait.

Click the Effects tab.

Select the Print document on radio button, and select 11 x 17 in the drop-down menu. This is the size of the paper to
be printed on.

Click the Output tab, and in the Staple drop-down menu, select Fold and Stitch (this will automatically fold and staple
the booklet).

Click OK. The properties dialog box closes.

In the Print dialog box, click OK. The booklet is printed in the correct order.
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LaserJet Managed

MFP E72500, E77800, E82500,
E87600 Series

How to use the hole punch

Introduction

Hole punch when copying from the automatic document feeder (ADF)

Hole punch when printing from a Windows® application using an HP UPD print driver or HP PCL 6 and HP PCL-6 V4
printer specific print drivers

Hole punch when printing from an OS X application using an HP print driver

Output options

Introduction

Use the hole punch feature to automatically punch holes in pages during printing. HP printers with the either the
HP LaserJet booklet finisher or the HP LaserJet inner finisher installed provide several options to hole punch copied sheets,
and some of those options also include stapling. Learn which hole punch option to use for the appropriate outcome:

Hole punch from the automatic document feeder (ADF)

Hole punch from a Windows® application using an HP UPD print driver or HP PCL 6 and HP PCL-6 V4 printer-specific
print drivers

Hole punch from an OS X application using an HP print driver

[%9 NOTE: The number of holes available varies by country/region. The possible options are described at the end of this
section.

For countries/regions that use metric measurements, two or four hole options are available with the HP LaserJet
booklet finisher and the HP LaserJet inner finisher.

For countries/regions that use imperial measurements, two or three hole options are available with the HP LaserJet
booklet finisher and the HP LaserJet inner finisher.

For Sweden, there are specific HP LaserJet booklet finisher and the HP LaserJet inner finishers

I(-Iole)punch when copying from the automatic document feeder
ADF

Use these steps to configure the default settings for punching holes in when making copies at the printer.

1.

On the printer control panel Home screen, select Copy.
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2.
3.

4.
5.
6.

Select Options.

Select Staple/Hole Punch, and then select the position and number of holes to punch.

@ NOTE: Available options can vary, and depend on the specific printer and finishing accessory involved.

Select OK.

From the Copy screen, enter the number of needed copies in the Copies box.

Select Copy to complete the job.

Hole punch when printing from a Windows® application using an
HP UPD print driver or HP PCL 6 and HP PCL-6 V4 printer specific

print drivers
1.
2.
3.

In the application, select File and then Print.

Click Printer Properties or Printer Preferences depending on the application the job will print from.

In the Properties dialog box, click the Output tab, and from the Punch drop-down menu, select the appropriate hole
punch output. The following hole punch options are available for either a 2/3 Hole Puncher or 2/4 Hole Puncher:

%’9 NOTE: Available options can vary, and depend on the specific printer and finishing accessory involved.

Hole punch location

2/3 Hole Puncher

2/4 Hole Puncher

None

v

‘

Two left or top

Two left

Two right

Two top

Two bottom

NRYRYRYA

Three left

Three top

Three right

Three top

Three left or top

NAIRIRIRIR IR IR IR YA

Four left

‘

Four right

‘
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Hole punch location 2/3 Hole Puncher 2/4 Hole Puncher

Four top \'

Four left or top v

[%”f NOTE: Not all options are available. Available options depend on whether the hole punch accessory is a 2/3 or 2/4
hole puncher.

4.  Click OK and then Print.

Hole punch when printing from an OS X application using an HP print
driver

1. Inthe application select File, click Print, and select the appropriate printer in the Printer drop-down menu.
2. Just below Orientation, in the drop down menu, select Finishing.

3. Select the Punch drop-down menu, and select the appropriate punch option. The following hole punch options are
available for either a 2/3 Hole Puncher or 2/4 Hole Puncher:

[%& NOTE: Available options can vary, and depend on the specific printer and finishing accessory involved.

Hole punch location 2/3 Hole Puncher 2/4 Hole Puncher

None v \'d

Two left or top

Two left

Two right

Two top

AR YR YRYA

Two bottom

Three left

Three top

Three right

Three top

NRAIRIRYRIRIR YR YRR

Three left or top

Four left

Four right

Four top

NRYRYA

Four left or top

© Copyright 2017 HP Development Company, L.P. 3 www.hp.com/go/support




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



r.% NOTE: Not all options are available. Available options depend on whether the hole punch accessory is a 2/3 or 2/4
hole puncher.

4.  Click Print.

Output options
e  ntroduction

° Hole punch only output options

° Hole punch and staple output options

Introduction

The printer paper handling accessories have various hole punch and staple options for different paper types.
The printer output option tables indicate the direction the paper is loaded in the tray and what the output will be:
e  Feed orientation: long edge feed or short edge feed

—  Longedge feed orientation

Aa
123

>

Direction
of delivery

—  Short edge feed orientation

Aa
123

—

Direction of delivery

° Document orientation: portrait or landscape

- Portrait document orientation
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Aa
123

—  Landscape document orientation

Aa
123

e  Finishing: staple, hole punch, or both

Some output device options are not supported and are indicated as such in the output options tables. Some drivers will
allow these unsupported choices to be selected in the driver. For options that are not supported, the job will print but no
output paper handling, such as hole punch or staple, will be performed.

2993

B NOTE:  The following tables are examples of supported features.

Hole punch only output options

2 hole punch

The following hole punch option tables by paper size for this printer series applies to these devices:
e  HP LaserJet Hole Punch 2/3 Accessory—Y1G10A

e  HP LaserJet Hole Punch 2/4 Accessory—Y1G11A

e  HP LaserJet Hole Punch Swedish Accessory—Y1G12A

e HP LaserJet Inner Finisher Hole2/3 Punch—Y1G02A

e HP LaserJet Inner Finisher Hole2/4 Punch—Y1G03A

° HP LaserJet Inner Finisher Swedish Punch—Y1G04A
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Table T Two hole punch options by paper size — Long edge tray feed orientation

Paper size Image orientation Two Hole Punch Two Hole Punch Two Hole Punch Two Hole Punch Two Hole Punch
Left or Top Left Right Top Bottom
Letter Portrait Not supported Not supported
° ° °
216 x 279 mm (8.5 Aa Aa Aa
x11in)
e 123 e 123 123.
A4
210% 297 mm (8.3
x11.7in) Landscape ° ° Not supported Not supported ° °
A A Aa
a ; 123
123 123 5o

Table 2 Two hole punch options by paper size — Short edge tray feed orientation

Paper size Image orientation Two Hole Punch Two Hole Punch Two Hole Punch Two Hole Punch Two Hole Punch
Left or Top Left Right Top Bottom
Letter Portrait ° ° Not supported Not supported ° °
216 x 279 mm (8.5 Aa
s 1Aza3 1A2a3 123
A4
° °
210% 297 mm (8.3
x11.71in) Landscape Not supported Not supported
* Aa * Aa Aa °
Ledge
oer o 123 . 123 123 .

279%x432mm (11
x171in)

A3

297 x 420 mm
(11.7x16.5in)

Legal

216 x 356 mm (8.5
x 141in)

Oficio

216 x 340 mm (8.5
x13.41in)

3 hole punch

The following hole punch option tables by paper size for this printer series applies to these devices:

e  HP Laserlet Hole Punch 2/3 Accessory—Y1G10A

e  HP LaserJet Hole Punch 2/4 Accessory—Y1G11A

e  HP LaserJet Hole Punch Swedish Accessory—Y1G12A

LaserJet Managed
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° HP LaserJet Inner Finisher Hole2/3 Punch—Y1G02A

° HP LaserJet Inner Finisher Hole2/4 Punch—Y1GO03A

° HP LaserJet Inner Finisher Swedish Punch—Y1G04A

Table 3 Three hole punch options by paper size — Long edge tray feed orientation

Paper size Image orientation Three Hole Punch Top  Three Hole Punch Left ~ Three Hole Punch Three Hole Punch Top
or Left Right

Letter Portrait Not supported

° ° °
216x 279 mm (8.5 x Aa Aa Aa
o “123 “123 123
Ad
210% 297 mm (8.3 x
11.71in) Landscape e o o Not supported Not supported e o o

Aa Aa
Table 4 Three hole punch options by paper size — Short edge tray feed orientation
Paper size Image orientation Three Hole Punch Top  Three Hole Punch Left  Three Hole Punch Three Hole Punch Top
or Left Right
Ledger Portrait ® o o Not supported Not supported e o o
279%x432mm (11 x Aa Aa
o 123 123
A3
297 x 420 mm (11.7 x
16.5in) Landscape ° ° ° Not supported
Aa Aa Aa

4 hole punch

The following hole punch option tables by paper size for this printer series applies to these devices:

e  HP LaserJet Hole Punch 2/3 Accessory—Y1G10A

e  HP LaserJet Hole Punch 2/4 Accessory—Y1G11A

e  HP LaserJet Hole Punch Swedish Accessory—Y1G12A

° HP LaserJet Inner Finisher Hole2/3 Punch—Y1G02A

° HP LaserJet Inner Finisher Hole2/4 Punch—Y1G03A

° HP LaserJet Inner Finisher Swedish Punch—Y1G04A
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Table 5 Four hole punch options by paper size —Long edge tray feed orientation

Paper size Image orientation Four Hole Punch Left Four Hole Punch Left Four Hole Punch Right ~ Four Hole Punch Top
or Top
Letter Portrait Not supported
[ ] [ ] [ ]
216x279 mm (8.5 e Aa e A3 Aa o
11in)
°123 *123 123 °
Ad ° ° °
210%x 297 mm (8.3 x
11.71n) Landscape e o o o Not supported Not supported e o o o
Aa Aa
Table 6 Four hole punch options by paper size — Short edge tray feed orientation
Paper size Image orientation Four Hole Punch Left Four Hole Punch Left Four Hole Punch Right  Four Hole Punch Top
or Top
Ledger Portrait e o o o Not supported Not supported e o o o
279x432mm (11 x Aa Aa
- 123 123
A3
297 x420mm (11.7 x
16.5in) Landscape ° ° ° Not supported
- Aa - Aa Aa .
* 123 ° 123 123 °
[ ] [ ] [ ]
Table 7 Swedish four hole punch options by paper size — Long edge tray feed orientation
Paper size Image orientation Four Hole Punch Left Four Hole Punch Left Four Hole Punch Right ~ Four Hole Punch Top
or Top
Letter Portrait Not supported
[ ) [ ) [ )
216x279mm (8.5 e Aa e Aa Aa
11in)
« 123 e 123 123 «
(] ° [ ]
A4
210x 297 mm (8.3 x
11.7in) Landscape oo oo Not supported Not supported oo oo
Aa Aa
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Table 8 Swedish four hole punch options by paper size —Short edge tray feed orientation

Paper size Image orientation Four Hole Punch Left Four Hole Punch Left Four Hole Punch Right ~ Four Hole Punch Top
or Top

Ledger Portrait oo oo Not supported Not supported oo oo

279x432mm (11 x Aa Aa

171n)

N 123 123

297 x420mm (11.7 x

16.5in) Landscape : Aa : Aa Aa : Not supported
.« 123 .« 123 123

[%9 NOTE: Letter and A4 paper sizes are not supported in short edge feed.

Hole punch and staple output options

[%r NOTE: The hole punch and staple combinations below are the options supported in the print driver. For full printer stapler
information, see the “How to automatically staple printed pages” document.

2 hole punch and 1 staple

The following hole punch and staple option tables by paper size for this printer series applies to these devices:

e  HP LaserJet Hole Punch 2/3 Accessory—Y1G10A

e  HP LaserJet Hole Punch 2/4 Accessory—Y1G11A

e  HP LaserJet Hole Punch Swedish Accessory—Y1G12A

° HP LaserJet Inner Finisher Hole2/3 Punch—Y1G02A

° HP LaserJet Inner Finisher Hole2/4 Punch—Y1G03A

° HP LaserJet Inner Finisher Swedish Punch—Y1G04A

Table 9 Two hole punch and one staple options by paper size — Long edge tray feed orientation

Paper size Image orientation ~ One Staple Left, One Staple Left, One Staple Right, One Staple Left, One Staple Right,
Two Hole Top or Two Hole Left Two Hole Right Two Hole Top Two Hole Top
Left

Letter Portrait / / \ Not supported Not supported

216x279mm (8.5 * Aa * Aa Aa °

x11in)

123 123 123 .

A4

210% 297 mm (8.3

x11.7in) Landscape 7" ° Not supported Not supported 7° ° ° RN

Aa Aa Aa
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Table 10 Two hole punch and one staple options by paper size —Short edge tray feed orientation

Paper size

Image orientation

One Staple Left,
Two Hole Top or
Left

One Staple Left,
Two Hole Left

One Staple Right,

Two Hole Right

One Staple Left,
Two Hole Top

One Staple Right,
Two Hole Top

Letter Portrait

216 x 279 mm (8.5
x111n)

A4

7° o

Aa
123

Not supported

Not supported

7 ° o

Aa
123

o o\

Aa
123

210x297 mm (8.3
x11.7in) Landscape
Ledger

279%x432mm (11
x171n)

A3

297 x 420 mm
(11.7x16.51n)

Legal

216 x 356 mm (8.5
x 14in)

Oficio

216 x 340 mm (8.5
x13.41in)

{ Aa
e 123

LIAN

Aa
e 123

Aa
123

o/

Not supported

Not supported

2 hole punch and 2 staples

The following hole punch and staple option tables by paper size for this printer series applies to these devices:

e  HP Laserlet Hole Punch 2/3 Accessory—Y1G10A

e  HP Laserlet Hole Punch 2/4 Accessory—Y1G11A

e  HP LaserJet Hole Punch Swedish Accessory—Y1G12A

° HP LaserJet Inner Finisher Hole2/3 Punch—Y1G02A

° HP LaserJet Inner Finisher Hole2/4 Punch—Y1G03A

° HP LaserJet Inner Finisher Swedish Punch—Y1G04A

LaserJet Managed
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Table 11 Two hole punch and two staple options by paper size — Long edge tray feed orientation

Paper size Image orientation Two Staples Left or Two Staples Left, Two  Two Staples Right, Two  Two Staples Top, Two
Top, Two Hole Punch Hole Punch Left Hole Right Hole Top
Left or Top
Letter Portrait Not supported
216X 279 mm (8.5 o Aa Aa ol
111in)
0123 123.,
A4
210% 297 mm (8.3 x
11.71n) Landscape e o Not supported Not supported
Aa

Table 12 Two hole punch and two staple options by paper size — Short edge tray feed orientation

Paper size Image orientation Two Staples Left or Two Staples Left, Two  Two Staples Right, Two  Two Staples Top, Two
Top, Two Hole Punch Hole Punch Left Hole Right Hole Top
Left or Top

Letter Portrait Not supported Not supported

216 x 279 mm (8.5 x
111n)

A4

210% 297 mm (8.3 x
11.7in) Landscape Not supported

I* Aa ' Aa Aa *!
Ledger 1o 123 1® 123 123 L]

279x432mm (11 x
17in)

A3

297 x420mm (11.7 x
16.51in)

Legal

216 x 356 mm (8.5 x
141in)

Oficio

216 x 340 mm (8.5 x
13.4in)

3 hole punch and 1 staple
The following hole punch and staple option tables by paper size for this printer series applies to these devices:
e  HP LaserJet Hole Punch 2/3 Accessory—Y1G10A

e  HP LaserJet Hole Punch 2/4 Accessory—Y1G11A
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HP LaserJet Hole Punch Swedish Accessory—Y1G12A
HP LaserJet Inner Finisher Hole2/3 Punch—Y1G02A
HP LaserJet Inner Finisher Hole2/4 Punch—Y1G03A

HP LaserJet Inner Finisher Swedish Punch—Y1G04A

Table 13 Three hole punch and one staple options by paper size —Long edge tray feed orientation

Paper size Image orientation ~ One Staple Left, One Staple Left, One Staple Right, One Staple Left, One Staple Right,
Three Hole Leftor ~ Three Hole Left Three Hole Right Three Hole Top Three Hole Top
Top
Letter Portrait 7 7 ~ Not supported Not supported
[ ) [ ) [ ]
216279 mm (8.5 Aa Aa Aa
x111n) ® ® ®
123 123 123
[ ) [ ) [ )
A4
210%x297 mm (8.3
x11.7in) Landscape /e A. ° Not supported Not supported /e A, ° ° A. °N
d d d
Table 14 Three hole punch and one staple options by paper size —Short edge tray feed orientation
Paper size Image orientation ~ One Staple Left, One Staple Left, One Staple Right, One Staple Left, One Staple Right,
Three Hole Leftor ~ Three Hole Left Three Hole Right Three Hole Top Three Hole Top
Top
Ledger Portrait 70 o o Not supported Not supported 70 o0 o e o o\
279><£)132 mm (11 Aa Aa Aa
x171in
123 123 123
A3
297 x 420 mm
(11.7x16.5in) Landscape / A / A A ~ Not supported Not supported
° ° o
(] a (] a a [ ]
. 123 . 123 123 .

[%”f NOTE: Letter and A4 paper sizes are not supported in short edge feed.

3 hole punch and 2 staples

The following hole punch and staple option tables by paper size for this printer series applies to these devices:

The following hole punching and stapling options table applies to these devices:

e  HP Laserlet Hole Punch 2/3 Accessory—Y1G10A

e  HP LaserJet Hole Punch 2/4 Accessory—Y1G11A

e  HP LaserJet Hole Punch Swedish Accessory—Y1G12A

Lase
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° HP LaserJet Inner Finisher Hole2/3 Punch—Y1G02A

° HP LaserJet Inner Finisher Hole2/4 Punch—Y1GO03A

° HP LaserJet Inner Finisher Swedish Punch—Y1G04A

Table 15 Three hole punch and two staple options by paper size —Long edge tray feed orientation

Paper size Image orientation Two Staples Left or Two Staples Left, Two Staples Right, Two Staples Top, Three
Top, Three Hole Punch  Three Hole Punch Left  Three Hole Right Hole Top
Left or Top

Letter Portrait Not supported
1° °l

216 x 279 mm (8.5 x Aa Aa

11in) ° 123 12 °

A4 le 3. !

210% 297 mm (8.3 x

11.71n) Landscape e o o Not supported

Aa

Table 16 Three hole punch and two staple options by paper size —Short edge tray feed orientation

Paper size Image orientation Two Staples Left or Two Staples Left, Two Staples Right, Two Staples Top, Three
Top, Three Hole Punch  Three Hole Punch Left  Three Hole Right Hole Punch Top
Left or Top
Ledger Portrait 5 o % Not supported Not supported
279x432mm (11 x Aa
171in) _I 2 3
A3
297 x420mm (11.7 x 5 5
16.51in) Landscape 1° 1® °l Not supporte
Aa Aa Aa
" 123 © 123 123
le le ol

B NOTE:  Letter and A4 paper sizes are not supported in short edge feed.

4 hole punch and 1 staple

The following hole punch and staple option tables by paper size for this printer series applies to these devices:

e  HP LaserJet Hole Punch 2/3 Accessory—Y1G10A

e  HP LaserJet Hole Punch 2/4 Accessory—Y1G11A

e  HP LaserJet Hole Punch Swedish Accessory—Y1G12A

° HP LaserJet Inner Finisher Hole2/3 Punch—Y1G02A

© Copyright 2017 HP Development Company, L.P. 13
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° HP LaserJet Inner Finisher Hole2/4 Punch—Y1G03A

° HP LaserJet Inner Finisher Swedish Punch—Y1G04A

Table 17 Four hole punch and one staple options by paper size — Long edge tray feed orientation

Paper size Image orientation ~ One Staple Left, One Staple Left, One Staple Right, One Staple Left, One Staple Right,
Four Hole Punch Four Hole Punch Four Hole Punch Four Hole Punch Four Hole Punch
Left or Top Left Right Top Top
Letter Portrait /. /. .\ Not supported Not supported
216x 279 mm (8.5 ° Aa ° Aa Aa °
x111n) ° ° °
123 123 123
Ad ) ) °
210%x 297 mm (8.3
x11.7in) Landscape /70 o o o Not supported Not supported /70 o o o e o o o\
Aa Aa Aa
Table 18 Four hole punch and one staple options by paper size — Short edge tray feed orientation
Paper size Image orientation ~ One Staple Left, One Staple Left, One Staple Right, One Staple Left, One Staple Right,
Four Hole Punch Four Hole Punch Four Hole Punch Four Hole Punch Four Hole Punch
Left or Top Left Right Top Top
Ledger Portrait Oy Not supported Not supported Z0 00 0 ® 0 0 o\
279%x432mm (11
s 1A2a3 1A2a3 1A2a3
A3
297 x 420 mm
(11.7x16.5in) Landscape % % & Notsupported Not supported
. Aa . Aa Aa .
* 123 | |s 123 123
Table 19 Swedish four hole punch and one staple options by paper size — Long edge tray feed orientation
Paper size Image orientation One Staple Left, One Staple Left, One Staple Right, One Staple Left, One Staple Right,
Four Hole Punch Four Hole Punch Four Hole Punch Four Hole Punch Four Hole Punch
Left or Top Left Right Top Top
Letter Portrait /7 /7 N\ Not supported Not supported
° ° °
216x 279 mm (8.5 ° Aa ° Aa Aa °
x111n)
* 123 * 123 123 -
[ ) [ ) [ )
A4
210% 297 mm (8.3
x11.7in) Landscape / o0 oo Not supported Not supported / o0 oo ee oo N
Aa Aa Aa

LaserJet Managed
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Table 20 Swedish four hole punch and one staple options by paper size — Short edge tray feed orientation

Paper size Image orientation ~ One Staple Left, One Staple Left, One Staple Right, One Staple Left, One Staple Right,
Four Hole Punch Four Hole Punch Four Hole Punch Four Hole Punch Four Hole Punch
Left or Top Left Right Top Top

Ledger Portrait /700 00 Not supported Not supported 700 00 oo oo\

>2(7197>i<nﬂ)f32 mm (11 Aa Aa Aa

N 123 123 123

297 x 420 mm J p §

(11.7%x16.5in) Landscape i Aa i Aa Aa ? Not supporte Not supporte
¢ 123 ¢ 123 123 ¢

Ckk)

B NOTE: Letter and A4 paper sizes are not supported in short edge feed.

4 hole punch and 2 staples

The following hole punch and staple option tables by paper size for this printer series applies to these devices:
e  HP LaserJet Hole Punch 2/3 Accessory—Y1G10A

e  HP LaserJet Hole Punch 2/4 Accessory—Y1G11A

e  HP LaserJet Hole Punch Swedish Accessory—Y1G12A

e HP LaserJet Inner Finisher Hole2/3 Punch—Y1G02A

e  HP LaserJet Inner Finisher Hole2/4 Punch—Y1G03A

° HP LaserJet Inner Finisher Swedish Punch—Y1G04A

Table 21 Four hole punch and two staple options by paper size — Long edge tray feed orientation

Paper size Image orientation Two Staple Left or Top, Two Staples Left, Four  Two Staples Right, Two Staple Top, Four
Four Hole Punch Left Hole Punch Left Four Hole Punch Right  Hole Punch Top
or Top

Letter Portrait Not supported

I. I. .I

216 x 279 mm (8.5 x e Aa * Aa Aa -

11in)
123 123 123 °,

Ad ° ° °

210x 297 mm (8.3 x

11.7in) Landscape oo o—0 Not supported Not supported 50 00

Aa Aa

© Copyright 2017 HP Development Company, L.P. 15 www.hp.com/go/support
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Table 22 Four hole punch and two staple options by paper size — Short edge tray feed orientation

Paper size Image orientation Two Staples Left or Two Staples Left, Four  Two Staples Right, Two Staple Top, Four
Top, Four Hole Punch Hole Punch Left Four Hole Punch Right  Hole Punch Top
Left or Top
Ledger Portrait h o6 Not supported Not supported
?;?;;432 mm (17 x Aa
N 123
297 x 420 mm (11.7 x | . . . |
16.5in) Landscape I. Aa I. Aa Aa .I Not supporte
¢ 123 ¢ 123 123 4

Table 23 Swedish four hole punch and twao staple options by paper size —Long edge tray feed orientation

Paper size Image orientation Two Staple Left or Top, Two Staples Left, Four ~ Two Staples Right, Two Staple Top, Four
Four Hole Punch Left Hole Punch Left Four Hole Punch Right  Hole Punch Top
or Top

Letter Portrait Not supported

[ ) [ ) [ )

216 %279 mm (8.5 x e AQ e Aa Aa !

11in)
123 123 123 »,
° ° °

A4

210% 297 mm (8.3 x

11.7in) Landscape 55 68 Not supported Not supported 55 60

Aa Aa

Table 24 Swedish four hole punch and two staple options by paper size — Short edge tray feed orientation

Paper size Image orientation Two Staples Left or Two Staples Left, Four ~ Two Staples Right, Two Staple Top, Four
Top, Four Hole Punch Hole Punch Left Four Hole Punch Right ~ Hole Punch Top
Left or Top
Ledger Portrait 3 Not supported Not supported
279%x432mm (11 x
17in)
A3
297 x 420 mm (11.7 x
16.5in) Landscape ° ° ° Not supported
T Aa T Aa Aa
e 123 e 123 123 -
[ ) [ ] .I

[Zf NOTE: Letter and A4 paper sizes are not supported in short edge feed.

LaserJet Managed
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LaserJet Managed

MFP E72500, E77800, E82500,
E87600 Series

Paper jam locations

7
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LaserJet Managed

MFP E72500, E77800, E82500,
E87600 Series

Power on and off

A CAUTION:  To prevent damage to the printer, use only the power cord that is provided with the printer.

2991

[ NOTE: Make sure that the power source is adequate for the printer voltage rating. The voltage rating is on the printer label.

The printer uses either 110-127 Vac or 220-240 Vac and 50/60 Hz.

A label with the printer voltage rating is located on the back of the printer.

Turn on the printer

1.

Connect the power cord that is provided with the printer to the connection port on the lower-right bottom of the
printer.

Connect the power cord between the printer and a grounded AC outlet.

Move the power switch on the lower-right bottom of the printer into the On position, and then press and release the
On/off button on the front of the printer.

Manage power

The printer includes power-management features that can help reduce power consumption and save energy.

Sleep Settings put the printer in a reduced power consumption state if it is idle for a specific length of time. The length
of time before the product enters Sleep mode can be set on the control panel.

Set the printer sleep settings

1.
2.

3,
4,

From the Home screen on the printer control panel, select Settings.
Open the following menus:

e  General

. Energy Settings

Select Sleep Settings or Sleep Schedule.

Select the appropriate options, and complete the set up.

Turn off the printer

Press and release the On/off button on the front of the printer, and then move the power switch on the lower-right bottom
of the printer into the Off position.

A CAUTION: Do not turn off the printer if a cartridge is missing. Damage to the printer can result.

A warning message displays on the printer control panel if you attempt to turn off the printer when one or more cartridges
are missing.

© Copyright 2017 HP Development Company, L.P. 1 www.hp.com/go/support




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




Color LaserJet Managed
MFP E72500, E77800 Series

Printer views

Printer front view

° Printer back view

° Interface ports

° Control-panel view

° Inner finisher view

° Stapler/stacker finisher view

° Booklet finisher view

Printer front view

1 Automatic document feeder cover (access for clearing jams)

2 Automatic document feeder width guides

3 Automatic document feeder input tray

4 Automatic document feeder output tray

5 Control panel with color touchscreen display (tilts up for easier viewing)

6 Physical keyboard (Flow models only). Pull the keyboard straight out to use it. (NOTE: Close the keyboard when it is not in use.)
7 Right door (access for clearing jams)

© Copyright 2017 HP Development Company, L.P. 1 www.hp.com/go/support
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8 On/off button

9 Tray 1

10 Power switch

11 Power connection

12 Front door (access to the toner cartridges)

13 Tray 2

14 Tray 3

15 Output bin

16 Easy-access USB port. Insert a USB flash drive for printing or scanning without a computer, or to update the printer firmware. (NOTE: An

administrator must enable this port before use.)

17 Hardware integration pocket (for connecting accessory and third-party devices)

Printer back view

g — °

1 Formatter cover
2 Interface ports
3 Serial number and product number label

Color LaserJet Managed 2 www.hp.com/go/support
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Interface ports

, - ®
T e

1 USB port for connecting external USB devices (NOTE: For easy-access USB printing, use the USB port near the control panel.)
2 Local area network (LAN) Ethernet network port
3 Hi-Speed USB 2.0 printing port
3 www.hp.com/go/support
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Control-panel view

[%0 NOTE: Tilt the control panel for easier viewing.

The Home screen provides access to the printer features and indicates the current status of the printer.

Return to the Home screen at any time by touching the Home {g} button on the printer control panel.

[%9 NOTE: The features that appear on the Home screen can vary, depending on the printer configuration.

I —

! ? 12:42PM

EEEE]

—1
1 Home 'm button Touch the Home button to return to the Home screen.
2 Reset button The Reset button returns the printer to default settings and is always present if users are not logged in. The Reset

button is not present when the Sign Out button is present. Touch the Reset button to resume and release jobs
from the previous pause state and interrupt mode, reset the quick copy count in the copy count field, exit special
modes, reset the display language and the keyboard layout.

3 Sign In or Sign Out button Touch the Sign In button to access secured features.
Touch the Sign Out button to sign out of the printer. The printer restores all options to the default settings.

NOTE: This button displays only if the administrator has configured the printer to require permission for access
to features.

Color LaserJet Managed 4 www.hp.com/go/support
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4 Information 0 button Touch the information button to access a screen that provides access to several types of printer information.
Touch the buttons at the bottom of the screen for the following information:

° Display Language: Change the language setting for the current user session.
° Sleep Mode: Place the printer into sleep mode.

e Wi-FiDirect: View information for how to connect directly to the printer using a phone, tablet, or other device
with Wi-Fi.

e Wireless: View or change wireless connection settings (only when an optional wireless accessory is
installed).

° Ethernet: View or change Ethernet connection settings.

° HP Web Services: View information to connect and print to the printer using HP Web Services (ePrint).

5 Help 0 button Touch the Help button to open the embedded help system.

The status line provides information about the overall printer status.

6 Applications area Touch any of the icons to open the application. Swipe the screen sideways to access more applications.

NOTE: The available applications vary by printer. The administrator can configure which applications appear and
the order in which they appear.

7 Start Copy button Touch the Start Copy button to start a copy job.

8 Home-screen page indicator  Indicates the number of pages on the Home screen or in an application. The current page is highlighted. Swipe the
screen sideways to scroll between pages.

Inner finisher view

Stapler/stacker finisher view

ON

~N
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Booklet finisher view
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LaserJet Managed
MFP E82500, EB7600 Series

Printer views

° Printer front view

° Printer back view

° Interface ports

° Control-panel view

° Inner finisher view

° Stapler/stacker finisher view

° Booklet finisher view

Printer front view

1 Automatic document feeder cover (access for clearing jams)
2 Automatic document feeder width guides
3 Automatic document feeder input tray

© Copyright 2017 HP Development Company, L.P. 1 www.hp.com/go/support
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4 Automatic document feeder output tray

5 Control panel with color touchscreen display (tilts up for easier viewing)

6 Physical keyboard (Flow models only). Pull the keyboard straight out to use it. (NOTE: Close the keyboard when it is not in use.)
7 Right door (access for clearing jams)

8 On/off button

9 Tray 1

10 Power switch

11 Power connection

12 Front door (access to the toner cartridges)

13 Tray 2

14 Tray 3

15 Output bin

16 Easy-access USB port. Insert a USB flash drive for printing or scanning without a computer, or to update the printer firmware. (NOTE: An

administrator must enable this port before use.)

17 Hardware integration pocket (for connecting accessory and third-party devices)

Printer back view

1 Formatter cover
2 Interface ports
3 Serial number and product number label
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Interface ports

, - ®
T e

1 USB port for connecting external USB devices (NOTE: For easy-access USB printing, use the USB port near the control panel.)
2 Local area network (LAN) Ethernet network port
3 Hi-Speed USB 2.0 printing port
3 www.hp.com/go/support
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Control-panel view

[%0 NOTE: Tilt the control panel for easier viewing.

The Home screen provides access to the printer features and indicates the current status of the printer.

Return to the Home screen at any time by touching the Home {g} button on the printer control panel.

[%9 NOTE: The features that appear on the Home screen can vary, depending on the printer configuration.

I —

! ? 12:42PM

EEEE]

—1
1 Home 'm button Touch the Home button to return to the Home screen.
2 Reset button The Reset button returns the printer to default settings and is always present if users are not logged in. The Reset

button is not present when the Sign Out button is present. Touch the Reset button to resume and release jobs
from the previous pause state and interrupt mode, reset the quick copy count in the copy count field, exit special
modes, reset the display language and the keyboard layout.

3 Sign In or Sign Out button Touch the Sign In button to access secured features.
Touch the Sign Out button to sign out of the printer. The printer restores all options to the default settings.

NOTE: This button displays only if the administrator has configured the printer to require permission for access
to features.
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4 Information 0 button Touch the information button to access a screen that provides access to several types of printer information.
Touch the buttons at the bottom of the screen for the following information:

° Display Language: Change the language setting for the current user session.
° Sleep Mode: Place the printer into sleep mode.

e Wi-FiDirect: View information for how to connect directly to the printer using a phone, tablet, or other device
with Wi-Fi.

e Wireless: View or change wireless connection settings (only when an optional wireless accessory is
installed).

° Ethernet: View or change Ethernet connection settings.

° HP Web Services: View information to connect and print to the printer using HP Web Services (ePrint).

5 Help 0 button Touch the Help button to open the embedded help system.

The status line provides information about the overall printer status.

6 Applications area Touch any of the icons to open the application. Swipe the screen sideways to access more applications.

NOTE: The available applications vary by printer. The administrator can configure which applications appear and
the order in which they appear.

7 Start Copy button Touch the Start Copy button to start a copy job.

8 Home-screen page indicator  Indicates the number of pages on the Home screen or in an application. The current page is highlighted. Swipe the
screen sideways to scroll between pages.

Inner finisher view

Stapler/stacker finisher view

ON

~N
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Booklet finisher view
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LaserJet Managed

MFP E72500, E77800, E82500,
E87600 Series

Scan to SharePoint

Introduction

If you have a workflow-equipped printer, you can scan a document and send it to a Microsoft® SharePoint site. This feature
eliminates the need to scan the documents to a network folder, USB flash drive, or email message, and then manually
upload the files to the SharePoint site.

Scan to SharePoint® supports all scanning options, including the ability to scan documents as images or use the OCR
features to create text files or searchable PDFs.

[%F NOTE: Before you can scan to SharePoint, your printer administrator or IT department must use the HP Embedded Web
Server to enable the feature and set it up.

Scan to SharePoint

1. Place the document face-down on the scanner glass, or place it face-up in the document feeder and adjust the paper
guides to fit the size of the document.

2. From the Home screen on the printer control panel, select Scan, and then select Scan to SharePoint®.

[%’f NOTE: It might be necessary to sign in to the printer to use this feature.

3. Select Load to load a Quick Set SharePoint path, select the Quick Set, and then select Load under the Quick Sets list..

Ej?% NOTE: Quick Sets are paths for SharePoint locations that were previously set up for the printer.

4. Touch the File Name: text field to open a keyboard, type the name for the file, and then select the Enter [&%| button.

5. To configure settings, such as File Type and Resolution, Sides, and Content Orientation, select Options in the lower left
corner, and then select the settings from the Options menus. Select Done if prompted.

6.  Optional Preview: Touch the right pane of the screen to preview the document. You can use the Expand and Collapse
buttons on the left side of the preview pane to expand and collapse the preview screen.
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Expand button Collapse button

Use the buttons on the right of the screen to adjust the preview options and to rearrange, rotate, insert, or remove
pages.

Toggle between the two-page view and the thumbnail view. More options are available in the thumbnail view
than in the two-page view.

Zoom in or out on the selected page.

NOTE: Select only one page at a time to use these buttons.

Rotate the page 180 degrees.

NOTE:  This button is available only in the thumbnail view.

Delete the selected pages.

NOTE: This button is available only in the thumbnail view.

Rearrange the pages within the document. Select one or more pages and move them to the left or right.

NOTE: These buttons are available only in the thumbnail view.

onEoBEBEHE
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Add a page to the document. The printer prompts you to scan additional pages.

Clear the changes made in the preview and start over.

7. When the document is ready, select Send to save it to the SharePoint location.
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LaserJet Managed

MFP E/72500, E7/ 7800, E82500,
E87600 Series
Scan to USB drive

Introduction

The printer can scan a file and save it to a USB flash drive.

@r NOTE: Before you can scan to a USB drive, your printer administrator or IT department must use the HP Embedded Web
Server to enable the feature and set it up.

Scan to USB drive

B NOTE: You might be required to sign in to the printer to use this feature.

1. Place the document face-down on the scanner glass, or place it face-up in the document feeder and adjust the paper
guides to fit the size of the document.

2. Insert the USB drive into the USB port near the printer control panel.

3. From the Home screen on the printer control panel, select Scan, and then select Scan to USB Drive.

4.  Select the USB drive under Destination, and then select the save location (either the root of the USB drive or an existing
folder).

5. Touch the File Name text field to open a touchscreen keyboard, type the name for the file, and then select the Enter
button.

6.  To configure settings, such as File Type and Resolution, Original Sides, and Content Orientation select Options in the
lower left corner, and then select the settings from the Options menus. Select Done if prompted.

7. Optional Preview: Touch the right pane of the screen to preview the document. You can use the Expand and Collapse
buttons on the left side of the preview pane to expand and collapse the preview screen.

Expand button Collapse button
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Use the buttons on the right of the screen to adjust the preview options and to rearrange, rotate, insert, or remove
pages.

Toggle between the two-page view and the thumbnail view. More options are available in the thumbnail view
than in the two-page view.

Zoom in or out on the selected page.

NOTE: Select only one page at a time to use these buttons.

Rotate the page 180 degrees.

NOTE:  This button is available only in the thumbnail view.

Delete the selected pages.

NOTE:  This button is available only in the thumbnail view.

Rearrange the pages within the document. Select one or more pages and move them to the left or right.

NOTE: These buttons are available only in the thumbnail view.

Add a page to the document. The printer prompts you to scan additional pages.

=1 R 1= 1=[oR=[20=

Clear the changes made in the preview and start over.

8.  When the document is ready, select Save to save the file to the USB drive.
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LaserJet Managed

MFP E72500, E77800, E82500,
E87600 Series

Scan to email

Introduction

The printer has a feature that enables it to scan a document and send it to one or more email addresses.

[%9 NOTE: Before you can scan to email, your printer administrator or IT department must use the HP Embedded Web Server
to enable the feature and set it up.

Scan to email

1. Place the document face-down on the scanner glass, or place it face-up in the document feeder and adjust the paper
guides to fit the size of the document.

2. From the Home screen on the printer control panel, select Scan, and then select Scan to Email.

Ej?y NOTE: If prompted, type your user name and password.

3. Touch the To field to open a keyboard.

[%& NOTE: If you are signed in to the printer, your user name or other default information might appear in the From field.
If so, you might not be able to change it.

4. Specify the recipients by using one of these methods:

Enter addresses manually

A Enter the address in the To field. To send to multiple addresses, separate the addresses with a semicolon, or
select the Enter 221 button on the touchscreen keyboard after typing each address.

Enter addresses from the Contacts list

a.  Select the Contacts [B] button that is next to the To field to open the Contacts screen.

b.  Select the appropriate contact list.

¢.  Select aname or names from the list of contacts to add the name to the recipients list, and then select Add.

5. Complete the Subject, File Name, and Message fields by touching the field and using the touchscreen keyboard to
enter information. Select the Close button whenever you need to close the keyboard.
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6. Toload a Quick Set, select Load, select the Quick Set, and then select Load under the Quick Sets list.

99

B NOTE: Quick Sets are predefined settings for various types of output, such as Text, Photograph, and High Quality. You
can select a Quick Set to view the description.

7. To configure settings, such as File Type and Resolution, Original Sides, and Content Orientation, select Options in the
lower left corner, and then select the settings from the Options menus. Select Done if prompted.

8.  Optional Preview: Touch the right pane of the screen to preview the document. You can use the Expand and Collapse
buttons on the left side of the preview pane to expand and collapse the preview screen.

Expand button Collapse button

Use the buttons on the right of the screen to adjust the preview options and to rearrange, rotate, insert, or remove
pages.

Toggle between the two-page view and the thumbnail view. More options are available in the thumbnail view
than in the two-page view.

Zoom in or out on the selected page.

NOTE: Select only one page at a time to use these buttons.

Rotate the page 180 degrees.

NOTE: This button is available only in the thumbnail view.

Delete the selected pages.

NOTE: This button is available only in the thumbnail view.
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Rearrange the pages within the document. Select one or more pages and move them to the left or right.

NOTE: These buttons are available only in the thumbnail view.

Add a page to the document. The printer prompts you to scan additional pages.

Clear the changes made in the preview and start over.

9.  When the document is ready, select Send to email it.

[%9 NOTE: The printer might prompt you to add the email address to the contact list.
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LaserJet Managed

MFP E72500, E77800, E82500,
E87600 Series

Scan to job storage

° Introduction

° Scan to job storage on the printer

° Print from job storage on the printer

Introduction

The printer has a feature that enables it to scan a document and save it to a job storage folder on the printer. You can
retrieve the document from the printer and print it when needed.

)99

B NOTE:  Before you can scan to a storage folder on the printer, your printer administrator or IT department must use the HP
Embedded Web Server to enable the feature and configure the settings.

Scan to job storage on the printer

Use this procedure to scan a document and save it to a job storage folder on the printer so that you can print copies at any
time.

1. Place the document face-down on the scanner glass, or place it face-up in the document feeder and adjust the paper
guides to fit the size of the document.

2. Fromthe Home screen on the printer control panel, select Scan, and then select Scan to Job Storage.

[% NOTE: If prompted, enter your user name and password.

3. Select the default storage folder name shown under Folder.

[%& NOTE: If the printer administrator has configured the option, you can create a new folder. Follow these steps to
create a new folder:

a.  Select the New Folder Ejr icon.

b.  Select the New Folder field, type the folder name, and then select OK.
4, Make sure that you have selected the correct folder.

5. Touch the Job Name text field to open a touchscreen keyboard, type the name for the file, and then select the Enter [
button.
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6.  To make the job private, select the PIN @& button, enter a four-digit PIN in the PIN field, and then close the touchscreen
keypad.

7. To configure settings, such as Sides and Content Orientation, select Options in the lower left corner, and then select
the settings from the Options menus. Select Done for each setting if prompted.

8.  Optional Preview: Touch the right pane of the screen to preview the document. You can use the Expand and Collapse
buttons on the left side of the preview pane to expand and collapse the preview screen.

Expand button Collapse button

Use the buttons on the right of the screen to adjust the preview options and to rearrange, rotate, insert, or remove
pages.

Toggle between the two-page view and the thumbnail view. More options are available in the thumbnail view
than in the two-page view.

Zoom in or out on the selected page.

NOTE: Select only one page at a time to use these buttons.

ﬁ..) all oo
m o0

Rotate the page 180 degrees.

>

NOTE: This button is available only in the thumbnail view.

Delete the selected pages.

NOTE: This button is available only in the thumbnail view.

Rearrange the pages within the document. Select one or more pages and move them to the left or right.

NOTE: These buttons are available only in the thumbnail view.

dOg
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9.

Add a page to the document. The printer prompts you to scan additional pages.

Clear the changes made in the preview and start over.

When the document is ready, select Save to save the file to the job storage folder.

Print from job storage on the printer

Use this procedure to print a scanned document that is in a job storage folder on the printer.

1.
2.

From the Home screen on the printer control panel, select Print, and then select Print from Job Storage.

Under Stored Jobs to Print, select Choose, select the folder in which the document is saved, select the document, and
then select Select.

If the document is private, enter the four-digit PIN in the Password field, and then select OK.

To adjust the number of copies, touch the box to the left of the Print button, and then select the number of copies from
the keypad that opens. Select the Close button to close the keypad.

Select Print to print the document.
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LaserJet Managed

MFP E72500, E77800, E82500,
E87600 Series

Scan to network folder
Introduction

The printer can scan a file and save it in a shared folder on the network.

[%9 NOTE: Before you can scan to a network folder, your printer administrator or IT department must use the HP Embedded
Web Server to enable the feature and configure the shared folders.

Scan to network folder

)99

B NOTE: You might be required to sign in to the printer to use this feature.

1. Place the document face-down on the scanner glass, or place it face-up in the document feeder and adjust the paper
guides to fit the size of the document.

2. From the Home screen on the printer control panel, select Scan, and then select Scan to Network Folder.

3. Specify a folder destination. Folder options must first be configured by the printer administrator.

e  Toselect afolder location that the administrator already set up, select Load under Quick Sets and Defaults, select
the folder, and then select Load.

e  To specify a new folder location, touch the Folder Paths field to open a touchscreen keyboard, type the path to
the folder, and then select the Enter B button. Enter user credentials if prompted and then select Save to save
the path.

949

B NOTE:  Use this format for the path: \ \ server\ folder, where “server” is the name of the server that hosts
the shared folder, and “folder” is the name of the shared folder. If the folder is nested inside other folders,
complete all necessary segments of the path to reach the folder. For example: \\server\folder\folder

:@f NOTE: The Folder Paths field might have a pre-defined path, and it might not be editable. In this situation, the
administrator has configured this folder for common access.

4, Touch the File Name text field to open a touchscreen keyboard, type the name for the file, and then select the Enter
button.

5. To configure settings, such as File Type and Resolution, Original Sides, and Content Orientation, select Options in the
lower left corner, and then select the settings from the Options menus. Select Done for each setting if prompted.
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6.  Optional Preview: Touch the right pane of the screen to preview the document. You can use the Expand and Collapse
buttons on the left side of the preview pane to expand and collapse the preview screen.

Expand button Collapse button

Use the buttons on the right of the screen to adjust the preview options and to rearrange, rotate, insert, or remove
pages.

Toggle between the two-page view and the thumbnail view. More options are available in the thumbnail view
than in the two-page view.

Zoom in or out on the selected page.

NOTE: Select only one page at a time to use these buttons.

Rotate the page 180 degrees.

NOTE: This button is available only in the thumbnail view.

Delete the selected pages.

NOTE: This button is available only in the thumbnail view.

Rearrange the pages within the document. Select one or more pages and move them to the left or right.

NOTE: These buttons are available only in the thumbnail view.
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Add a page to the document. The printer prompts you to scan additional pages.

Clear the changes made in the preview and start over.

7. When the document is ready, select Send to save the file to the network folder.
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