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Tr a ys 1 – 5

By p ass Tr a y

T o n er C artri d g es  Dr u m C artri d g es

W ast e C artri d g e

F us er

W h e n a j a m occ urs, t h e c o ntr ol p a n el dis pl a ys 
gr a p hics s h o wi n g h o w t o cl e ar t h e j a m. 

J a m Acc ess
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T hi s Q ui c k U s e G ui d e i s pr o vi d e d f or S elf- S er vi c e A s si st a n c e 
wit h y o ur X er o x d e vi c e at Wri g ht St at e. 

 
A d diti o n al a s si st a n c e a n d i nf or m ati o n i s a v ail a bl e.  

 
Pl e a s e c o nt a ct t h e C a T S H el p D e s k if y o u h a v e a n y f urt h er 

q u e sti o n s or pr o bl e m s wit h t h e d e vi c e.  
C a T S H el p D e s k:  9 3 7- 7 7 5- 4 8 2 7  

 
F or m or e i nf or m ati o n a b o ut pri nti n g at Wri g ht St at e r ef er t o  

htt p s:// w w w. wri g ht. e d u/ pri nt er s
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Text Box
This Quick Use Guide is provided for Self-Service Assistance with your Xerox device at Wright State.

Additional assistance and information is available. 

Please contact the CaTS HelpDesk if you have any further questions or problems with the device. 
CaTS HelpDesk:  937-775-4827 

For more information about printing at Wright State refer to 
https://www.wright.edu/printers



C o ntr ol P a n el  

6

P o w er/ W a k e

St at us L E D i n dic at es pri nt er st at us. F or d et ail e d i nf or m ati o n, r e f er t o t h e Us er G ui d e .

5

H o m e r et ur ns t o t h e m ai n a p p scr e e n.

1 L o g i n f or s p eci al acc ess a n d c ust o mizi n g y o ur ex p eri e nc e.

4

T h e D evic e a p p pr ovi d es acc ess t o pri nt er i nf or m ati o n a n d s etti n gs.3

R es et cl e ars s etti n gs f or all a p ps.2

1 2

3
4

6

5

2

1

6 0 – 2 2 0 g/ m 2

( 1 6 l b. B o n d – 8 0 l b. C o v er)

4 x 6 ........................... 4 x 6 i n.
5 x 7 ........................... 5 x 7 i n.
St at e m e nt* .............. 5. 5 x 8. 5 i n.
E x ec uti v e* ................ 7. 2 5 x 1 0. 5 i n.
8 x 1 0* ....................... 8 x 1 0 i n.
L ett er* ....................... 8. 5 x 1 1 i n.
F oli o* ......................... 8. 5 x 1 3 i n.
L e g al* ........................ 8. 5 x 1 4 i n.

A 6 ............................... 1 0 5 x 1 4 8 m m
A 5* ............................. 1 4 8 x 2 1 0 m m
A 4* ............................. 2 1 0 x 2 9 7 m m
B 5 I S O* ..................... 1 7 6 x 2 5 0 m m
2 1 5 x 3 1 5* ............... 2 1 5 x 3 1 5 m m

M o n arc h ................... 3. 9 x 7. 5 i n.
# 1 0 ............................. 4. 1 2 x 9. 5 i n.

D L ............................... 1 1 0 x 2 2 0 m m
C 5 ............................... 1 6 2 x 2 2 9 m m

XX
YY

YYXX

X:  7 6 – 2 1 6 m m ( 3 – 8. 5 i n.)
Y:  1 4 8 – 3 5 6 m m ( 7. 5 – 1 4 i n.)

X:  1 4 0 – 2 1 6 m m ( 5. 5 – 8. 5 i n.)
Y:  2 0 3 – 3 5 6 m m ( 8 – 1 4 i n.)

YYXX

YYXX

X:  7 6 – 2 1 6 m m ( 3 – 8. 5 i n.)
Y:  1 2 7 – 3 5 6 m m ( 5 – 1 4 i n.)

6 0 – 2 2 0 g/ m 2

( 1 6 l b. B o n d – 8 0 l b. C o v er)

E x ec uti v e* ................ 7. 2 5 x 1 0. 5 i n.
L ett er* ....................... 8. 5 x 1 1 i n.
F oli o* ......................... 8. 5 x 1 3 i n.
L e g al* ........................ 8. 5 x 1 4 i n.

A 5* ............................. 1 4 8 x 2 1 0 m m
A 4* ............................. 2 1 0 x 2 9 7 m m
B 5 I S O* ..................... 1 7 6 x 2 5 0 m m

1 2

*6 0 – 1 7 6 g/ m 2

( 1 6 l b. B o n d – 6 5 l b. C o v er)

1 2

B y p ass Tr a y

Tr a ys 1 – 2

6 0 – 8 0 g/ m 2

( 1 6 – 2 0 l b. B o n d)

R ec ycl e d

7 5 – 1 0 5 g/ m 2

( 2 0 – 2 8 l b. B o n d)

Pl ai n

6 0 – 9 0 g/ m 2

( 2 0 – 2 4 l b. B o n d)

C ust o m 1

1 0 6 – 1 7 6 g/ m 2

( 2 8 l b. B o n d – 6 5 l b. C o v er)

Li g ht w ei g ht C ar dst oc k

1 7 7 – 2 2 0 g/ m 2

( 6 5 – 8 0 l b. C o v er)

C ar dst oc k

E N

F R

I T

D E

E S

P T

C ust o m Siz e

F or m at p ers o n n alis é

F or m at o p ers o n alizz at o

B e n utz er d e fi ni ert

T a m a ñ o p ers o n aliz a d o

T a m a n h o Pers o n aliz a d o

S u p p ort e d P a p er

w w w. x er o x . c o m/ of fi c e/ V L C 60 5 s u p p ort

T o L o g I n:   
S wi p e y o ur Wri g ht 1 C ar d o n t h e C ar d R e a d er o n 
t h e fr o nt ri g ht of t h e d e vi c e. 
                O R 
Pr e s s t h e K e y b o ar d b utt o n o n t h e s cr e e n a n d u s e 
y o ur w # a n d p a s s w or d.

http://www.office.xerox.com/cgi-bin/printer.pl?APP=udpdfs&Page=color&Model=WorkCentre+WC6605&PgName=tech
http://www.office.xerox.com/cgi-bin/printer.pl?APP=udpdfs&Page=color&Model=VersaLink+VLC405&PgName=tech
frankwolz
Text Box
To Log In:  
Swipe your Wright1 Card on the Card Reader on the front right of the device.
                OR
Press the Keyboard button on the screen and use your w# and password.



B asic Pri nti n g  

Tr a ys 1 – 2

By p ass Tr a y

E N

At t h e pri nt er c o ntr ol p a n el, c h a n g e siz e a n d t y p e s etti n gs. I n t h e X e r ox pri nt driv er, s el ect pri nti n g o pti o ns.

2

1

2- 5

1 3 4

21

Y > 2 9 7 m m ( 1 1. 7 i n.)

C ust o m
F oli o

Y
L e g al

w w w. x er o x . c o m/ of fi c e/ V L C 6 0 5 s u p p ort
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E N  L o a d t h e ori gi n al i m a g es.

B asic C o p yi n g

E N  T o uc h C o p y  a n d s el ect t h e n u m b er of c o pi es d esir e d.

E N  S el ect s etti n gs fr o m t h e list, t h e n t o uc h St art .

1

3
. p df

.p df( a )

. x ps

.tif

.j p g

2

Sc a n ni n g t o E m ail  

T o cr e at e a s u bj ect li n e, t o uc h t h e s u bj ect li n e.

E N C h o os e t h e fil e t y p e a n d ot h er sc a n s etti n gs. Fr o m, R e pl y To, a n d M ess a g e s etti n gs ar e at t h e b ott o m of t h e list. To 
e dit t h e d ef a ult sc a n n a m e, t o uc h t h e n a m e, t h e n t y p e t h e d esir e d n a m e. T o uc h S e n d .

T h e E m ail a p p off ers a v ari et y of c o ntr ols f or s e n di n g sc a n n e d i m a g es i n e m ails. 

6 0 – 1 2 8 g/ m 2

( 1 6 – 3 2 l b. B o n d)

Y

X
X:  1 4 0 – 2 1 6 m m ( 5. 5 – 8. 5 i n.)
Y:  1 4 0 – 3 5 6 m m ( 5. 5 – 1 4. 0 i n.)

w w w. x er o x . c o m/ of fi c e/ V L C 6 0 5s u p p ort

E m ail i s N O T a n a p pr o v e d s e c ur e tr a n s mi s si o n 
m et h o d. P l e a s e f oll o w all C a T S p oli ci e s r e g ar di n g 
c o nfi d e nti al a n d pr ot e ct e d i nf or m ati o n.  C o nt a ct C a T S 
wit h a n y q u e sti o n s.
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frankwolz
Text Box
Email is NOT an approved secure transmission method. Please follow all CaTS policies regarding confidential and protected information.  Contact CaTS with any questions.



1

2
. p df

.p df( a )

. x ps

.tif

.j p g

Usi n g t h e Sc a n T o  A p p

E N C h o os e t h e fil e t y p e a n d ot h er sc a n s etti n gs. To  e dit t h e d ef a ult sc a n n a m e, t o uc h t h e n a m e, a n d t y p e t h e c h a n g es. 
T o uc h Sc a n .

Sc a n T o off ers a v ari et y of sc a n d esti n ati o ns t o c h o os e fr o m a n d all o ws y o u t o s e n d t o m ulti pl e d esti n ati o ns 
n ot acc essi bl e t o si n gl e- p ur p os e a p ps s uc h as sc a n ni n g t o E m ail .. T o uc h Sc a n T o  t h e n A d d r ess B o o k  a n d 
c h o os e t h e R Dri v e f ol d er. 

1

2

1 2 3

B asic F a xi n g  

E N  C h o os e f a x s etti n gs as d esir e d, t h e n t o uc h S e n d .

A B C/ 1 2 3 >

T o uc h F ax , t h e n t o uc h D esti n ati o n  a n d t y p e a f ax n u m b er. To a d d m or e r eci pi e nts, t o uc h t h e d esti n ati o n fi el d 
a g ai n.

w w w. x er o x . c o m/ of fi c e/ V L C 6 0 5 s u p p ort

S c a n T o m u st b e s et u p o n e a c h d e vi c e b y C a T S 
a n d i s o nl y a v ail a bl e t o s c a n t o a f ol d er o n t h e 
R e stri ct e d ( R) Dri v e.  C o nt a ct C a T S f or a s si st a n c e.

F a xi n g r e q uir e s a 
p h o n e li n e  f or t h e 
d e vi c e.  N ot all 
d e vi c e s h a v e 
f a xi n g c a p a bilit y.

O n- C a m p u s:  f o ur di git e xt e n si o n  
L o c al: 9 + s e v e n di git n u m b er  
L o n g Di st a n c e: 9 + 1 + t hr e e di git ar e a c o d e + s e v e n di git n u m b er

http://www.office.xerox.com/cgi-bin/printer.pl?APP=udpdfs&Page=color&Model=WorkCentre+WC6605&PgName=tech
http://www.office.xerox.com/cgi-bin/printer.pl?APP=udpdfs&Page=color&Model=VersaLink+VLC405&PgName=tech
frankwolz
Text Box
Scan To must be setup on each device by CaTS and is only available to scan to a folder on the Restricted (R) Drive.  Contact CaTS for assistance.

frankwolz
Text Box
Faxing requires a phone line  for the device.  Not all devices have faxing capability.

frankwolz
Text Box
On-Campus:  four digit extension 
Local: 9 + seven digit number 
Long Distance: 9 + 1 + three digit area code + seven digit number




