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Using Your HP
Officelet

This chapter explains how to use your HP OfficeJet and
to find help using the online Help system.

Using the HP Officelet
M anager

The HP OfficeJet Manager controls what happens to your document.
Double-click the HP OfficeJet Manager icon on your Windows®
desktop. If the HP OfficeJet Manager does not appear, minimize open
applications. Use the overview below to explore the many features
available through the HP OfficeJet Manager.

Click Fax to fax in black and Click Scan to scan an Click Help for online
white or color, to change fax image (page 1-13) orto  help, trouble-shooting, or
resolution, or make a cover scan text to edit using to see information about
sheet. See page 1-6. OCR (page 1-15). your HP OfficeJet.

What would your [ike to do wibh your docwment?

Click Settings to change
fax, print, and scan to
email settings, or to see
the phone book, fax log,
or maintenance tasks.

Click Copy to copy in black Click Email to scan Click My Images to open
and white or color or to directly into email. the default folder for your
change copy settings or See page 1-16. scanned images.

adjustments. See page 1-12.
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L oading the Paper Supply

The HP OfficeJet prints on avariety of papers. (See“ Paper Typesand
Sizes’ in the More Information guide.) For best results, adjust the
paper settings each time you change paper types. To adjust paper
settings, see “Printing” on page 1-17.

Using a scan/copy sleeveto protect your
original
Several scan/copy Sleeves are provided to protect fragile or damaged

originals during faxing, copying, or scanning. The sleeves have a
transparent plastic front and white paper back.

Place your originalsinside a scan/copy sleeve when they are:

e Smaller than standard letter size (8.5 x 11 inches). Nonstandard
pages could jam.

e Torn. Rough edges may cause a paper jam.
e Preciousor fragile, for example, a photograph or legal document.
e Very thin paper. Less than 20-Ib weight paper could jam.

Place the scan/copy sleeve into the document tray with the sealed
edge down and the transparent side away from you.

Caution: To avoid damaging the HP OfficeJet, do not use scan/copy
sleeves to protect anything thicker than a photograph.



L oading plain and special papers

S @ Pull the Document Tray forward al the way until it
l\\\\' snaps into the upright position.

Paper @ pull up the Paper Extension at the back of the HP
extension  offjcedet to support the paper.

© Load about a 1/2-inch stack of paper, print side
forward, into the Paper Tray. Fit the paper behind
the Stack Guides as shown.

Tips:

e When loading specialty paper like photo paper, let-
terhead, or a card, pull out the entire stack of regu-
lar paper, place the specialty paper on top, then
return the entire stack to the Paper Tray.

e After loading paper in the Paper Tray, tap the top
edge of the stack to settle it into the tray.

9 Push the Document Tray back to its normal
position, resting in front of the Paper Tray.

@ Extend the Output Tray slowly until it stops.

Output Tray

Loading letterhead paper

e Load letterhead paper with the letterhead edge
down and facing you.
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Loading a single envelope

To print asingle envelope, use the Single-
Envelope Slot so you don’'t have to remove the
paper from the Paper Tray.

Load a single envelope as shown, address side
facing you and stamp edge down.

Loading multiple envelopes

Pull the Document Tray forward and remove any
paper from the Paper Tray.

Pinch and slide the right Paper Guide to the
envel ope position inscribed on the Paper Tray.

Load up to ten envelopes with the address side
facing you and the stamp edge down. Align the
right edge of the stack with the right Paper
Guide.

Pinch and dlide the left Paper Guide until it just
touches the left edge of the envelope stack.

Push the Document Tray back until it rests
against the Paper Tray.

Loading transparencies

L oad transparencies (up to 50) with the adhesive-
strip down and facing away from you, and the
rough side toward you. The arrows on the adhe-
sive strip will be on the side of the transparency
away from you.



Faxing

With the HP OfficeJet, you can fax paper documents or you can send
faxes directly from your PC.

Note: You can fax in color through the HP OfficeJet Manager if the
fax recipient also has color fax capability.

Faxing paper documents

You can fax paper documents using either the keypad on the HP
Officelet or the HP Officelet Manager on your PC. Use the keypad
for black and white faxing; use the HP OfficeJet Manager for color
faxing or for additional options like attaching a cover sheet.

Faxing from the keypad

0 Load your document (up to 20 pages) in the
document tray top down with the printed side
facing away from you. If necessary, adjust the
document guides on the tray for the width of your
document.

Note: Always remove staples and paper clips from
your original before faxing.

@ Dial the fax number on the keypad, or pressthe
Speed Dial button and enter a speed dial code.

Note: Enter all the numbersyou would if you were
dialing the number from a phone. For example,
enter 1 and the area code for long-distance calls.

Start © Pressthe Start button to begin faxing.

To cancel afax in progress, press the Stop button
on the HP OfficeJet keypad.
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Faxing from the HP OfficeJet Manager

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

The HP OfficeJet
Manager asks what
you want to do.

What wauld you [lce to do with wouwr decument?

If you don't see the
HP OfficeJet Manager
on your PC screen,
minimize open
applications.

-

AEWLET
A e E e

@ Click Fax and explore the additional optionsin the Send Fax
dialog box, such as attaching a cover sheet.

Tk st Hare LA Hame =y The Send Fax dialog
I = _ | box has additional
lF'“""*' i"‘“""*' I‘“"’"‘ faxing features.

Clay Erwy

Phoneback. Inhd:mhubnrd*wuﬂu{uvuﬁiuilmﬂ ~Inchuda vath Faa
[Foathmbe | Compon Hame | ~fC i
U5 Froducd Fegbaraion 1 (00 297 3211 Heudon Fackand Conpang 1 Lrwar Paga H
E it Corani s I
S Check this box to
send color faxes.

e Lok Frvra 2R Y

T Shendsd : ~ Pt o Gl I Sard Fa: in Coke .

F Firm il diwprieck — RIOGSRGA] | oy gy gy | a To find out more
about fax settings,

Bl sorc o ow I B S Lo I B e | el | | #@ 44— click Help.

© Enter the fax number and any other necessary information, then
click Send Fax Now to begin faxing.

Notes:
[

Sending black and white text in color is not recommended.
If you send a color fax to arecipient without color fax capability,

you' |l receive an error message and the recipient may also. Then
the HP OfficeJet will redia and send your fax in black and white.



Faxing from your software application

@ with your PC software application open and your document file
displayed on your PC screen, select Print from the File menu.

@ Select HP Officelet Series 700 Fax asthe printer and click OK.

Note: Make this selection from wherever your software applica
tion stores the printer list. For example, in Microsoft® Word you
can find the printer list in the Print dialog box.

© Print the document. The Send Fax dialog box appears.

@ Enter the fax number or select an entry in your phone book. Enter
any other necessary information, then click Send Fax Now to
begin faxing.

Speed dialing

For help assigning speed dial codes, click Help on the HP Officelet
Manager, and select Faxing. Then click Managing frequently used
numberswith the Phone Book. Stand-al one fax/copier users should
refer to “ Speed Dial Setup” on page 2-7.

Note: PC-connected users should always assign speed dial codes
through the software.

Note for Austrian users: In Austrian PBX systems (whereyou dial a
number to get an outside line) you must enter the character w between
the outside access number and the public phone number. To enter aw
from software, type aw into your number. To enter aw from the
keypad, refer to the box at the bottom of page 2-7.

Receiving faxes

Depending on how you set up your HP OfficeJet, you will either
receive faxes automatically or you will need to receive faxes
manually. If you have been receiving faxes successfully and have not
changed your office equipment, don’t make any changes now. If you
do decide to change a setting, do it temporarily (for one fax only),
then change it back.

If you change your office equipment setup, be sure to update your fax
receive settings or you may not receive faxes properly. Refer to “If
You Change Your Office Equipment” in the Setup Guide.
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Choosing automatic versus manual fax receiving
Press the Auto Answer button on the front panel to switch between
automatic and manual answering.

e If thegreen Auto Answer light is off, your HP Officelet will
never answer incoming calls. You must answer fax calls manually
(see “Manually receiving faxes’ on page 1-9).

e If thegreen Auto Answer light ison, your HP Officedet will
automatically answer every call you receive at you fax number.
You can change the number of rings before the HP Officelet
answers the phone, either through the software or from the front
panel. Here' s how:

For PC-connected users

o On your Windows desktop, double-click HP OfficeJet M anager,
and click Settings.

@ Select Fax Setup, then select Receive Settings.

HF el af Senes #00 - Recosive Fas Sabliogs

Click the Answering tab. Fcsivig Aot | Fss Fowarding

Fhone énskeing e
® b '
. " Mernal
In the Number of Rings _

to Answer box, enter or — bLiomalc & q

select the number of times——————— ke ol Brge 1o e [1 =
the fax _Ilne should ring e s il Fi P
before it is answered. T E— a

| aFr I Cancal Holp

For stand-alone users

To change the number of rings setting from the keypad, refer to “ Set
the rings to answer setting” in the Setup Guide.



Manually receiving faxes

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

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

@ \When the HP Officelet rings, pick up the handset
of atelephone that’s on the same telephone line as
the HP OfficeJet.

9 If you hear fax tones, press Start on the HP
Officelet’s keypad, or, if you're receiving from an
extension phone (one that’ s on the same tel ephone
line asthe HP Officelet, but not connected directly

_ toit), dial 123.
Press or Dial 123 from an Now you can hang up the phone or stay on theline
Start extension phone to talk after the fax finishes.
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Receiving faxesto your PC

The HP OfficeJet isfactory set to print faxes. To receive faxesto your
PC (aso called PC faxes), change the Receive Faxes setting.

e — — @ On your Windows desktop,
s o] FaFrwarivg double-click HP Officelet
Fieceive Fakes O . .
FENC - Manager, and click Settings.
.ZT:.EI,, — 9 Select Fax Setup, then select
anyeur P Receive Settings.
— © Click the Receiving tab.
d i e ) e @ sclect To PC, and click OK .

™ fceph Faves bom Oldee Sl Fax Machires [check onl # res ded]

W Ewor Comection [or Fax Aeceive.

[ ok | cawa | Hep |

Notes:

e Your PC must be on or your received faxes will be printed.

e If you're set up to receive faxes manually, follow the instructions
under “Manually receiving faxes.”

For more information about faxing, refer to the Help system: Double-
click HP OfficeJet Manager on your Windows desktop and click
Help, then select HP Officelet Series 700 Help. Click Faxing, and
select from a menu of topicsincluding:

e Printing an incoming fax or saving it to a PC file.
e Managing frequently used numbers with the Phone Book.

e Managing faxes with the Fax Log. (See the Fax Log to view and
print faxes received to your PC.)

e Creating and editing PC cover pages.
e Checking the status of afax.
e Troubleshooting.



Copying

Use the keypad to copy in black and white only. Use the HP OfficeJet
Manager for color copying, or for more copying options.

Make sure blank paper isloaded in the paper tray. Only
letter- and legal-size paper may be used for copying.

Copying from the keypad

O Lo your document (up to 20 pages) in the document tray
with the printed side away from you. If necessary, adjust
the document guides for the width of your document.

[— 9 Press the Copy button, then enter the number of copiesyou
& want.

ﬁ © Pressthe Copy button again to begin copying.
Note: To stop copying at any time, press the Stop button.
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Copying from the HP OfficeJet Manager

O Loxd your document in the HP OfficeJet document tray with the
printed side away from you. The HP OfficeJet Manager will

appear on your PC screen.

Note: If you don't see the HP OfficeJet Manager, minimize open

applications.

@ click Copy on the HP OfficeJet Manager and explore the options
in the Copy Settings dialog box, such as collating.

HF Ubhead el Saie QD - Loy S et
Salin 4 !
Enter number = | '
of copies. Mumber of Copiex I =3 .
Dpimizs Copy for i
e -
Select color or gt I I8 —f | Colala—
black & white—— zm== Wl sl -
I = =
COpy- l i ey Bk & Whia Teil ""AIIS
==
H_Allg
Select the Fove T bl
paper type FlanFaper [ “ﬂli}
loaded in the
paper tray.

[ gt vy | e —H

Cacal |

Click
Adjustments
to change
brightness,
copy quality,
and to reduce
or enlarge.

Turn collating
on or off.

To find out more
about a setting,

— click Help.

© When finished making your selections, click Start Copy to begin

copying.

For more information about copying, refer to the Help system:
Double-click HP OfficeJet Manager on your Windows desktop and
click Help, then select HP OfficeJet Series 700 Help. Click

Copying, and select from the menu of topics.



Scanning

You can scan photographs, drawings, and text in color, black and white,

or shades of gray. Y ou can aso scan to email and scan text for editing.

Scanning images

O Lod your original (up to 20 pages) in the document tray, top
down with the printed side away from you. If necessary, adjust
the document guides for the width of your original. The HP
OfficeJet Manager appears on your PC screen. If you don't seeiit,
minimize open applications.

@ Click Scan on the HP Officelet Manager and explore the settings
in the Scan Settings dialog box. To find out more about a setting,
click Help in the lower right corner of the dialog box.

Note: Consider using a scan/copy sleeve (discussed on page 1-2)
to protect your original.

= Bl Tink !
L =g - Select the appropriate
e | el [ . .
B setting for your image.
(W | © desdbonnes | Bl coce —— Explore Optical Character
Recognition.
" Duptom
e B Lo Appieimale be sz . . . .
ki tied ik —— Discover approximate file sizes.
;gﬁwa-‘-pnﬂo::ﬂ:hmw mqag&_sr:\\a_i r:or-ta-jll:g;t.-:l-r:iw_al 1150 —— Read a brief description of
crcpped s smighiened. ‘ each scan setting.
Start Scarm I Carcal | Halp I

© Click Start Scan to begin scanning. The image appears on your
PC screen as it is scanned.

Now you can edit your image in the HP Image Viewer.
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Using the image viewer
When you scan a document or photo, the scanned image appearsin
the HP OfficeJet Image Viewer.

+ HP Oificelel lnage Vi - eanl

Use the Image Viewer
to edit, print, or save an
image, or to copy it to
another application.

Selecting the area you want to edit
Most of the tools in the Image Viewer affect the selected area of the
image. With no area selected, the entire image is affected.

e Toselect an area, press the left mouse button and hold it as you
drag across the part of the image you want to select. Release the
mouse button and the selected area has a dashed line around it.

e Todeselect the area, click anywhere in the image. The dashed
line disappears, indicating that the entire image is selected.

Editing images with the image viewer

Use the Image Viewer to edit your image in the following ways:

e cCut e Crop e adjust color
e cCopy e resize e adjust brightness
e paste e rotate image e sharpenimage

For a description of each of these editing features and how to use
them, click Help in the menu bar of the Image Viewer, then click
Help Topicsfor alist of toals.



Scanning text for editing (OCR)

Scan using Optical Character Recognition (OCR) when you want to
edit your original document in your word processing application.

Note: To scan text for editing, you must already have installed your
OCR software, such as the one provided with the HP OfficeJet. Refer
to step 8in the Setup Guide.

To scan your document using OCR:
O Loxd your original (up to 20 pages) in the document tray, top
down with the printed side away from you. The HP OfficeJet

Manager will appear on your PC screen. If you don't seeit,
minimize open applications.

9 Click Scan on the HP OfficeJet Manager and the Scan Settings

dialog box appears.
Sean Sotling: © Click Text Only, then the Scan
Oplirize Sean ke text for editing (OCR) checkbox.
" Fhalo Ol
QCIick Start Scan.
= Test Oy .
Sl or Your document will be scanned
W g nCA} : .
R into the word processing program
 wid Docent | [ whatiz DC you selected when you installed
_ the OmniPage® LE software.
D= Custim | || chpretcii sz Note: To change the selected word
el 1RE processing program, double-click
HP OfficeJet Manager on your
o i Ll & e el 00 300 des g s i Windows desktop, click Settings,
ROCEII=E then select Settingsand Mainte-
nance. Click the Softwar e tab,
Ex | = and select from the File for mat

for OCR results menu.

Important: After scanning, proofread your document to make sure
the OCR software did not misinterpret any letters or characters.

For more information about the OmniPage LE software, refer to the
Caere documentation provided with the HP OfficeJet.
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Scanning to Email

To scan directly to email:

0 Load your origina (up to 20 pages) in the document tray, top
down with the printed side away from you. If the HP OfficeJet
Manager does not appear on your PC screen, minimize open
applications.

You must set up your email application as the default MAPI
client.! For information on MAPI setup, refer to your email user’'s
manual, or look under “Email” in the HP OfficeJet Help index.
With your email application as the default MAPI client, continue
with step 2.

@ Click Email on the HP Officelet Manager. The image appearsin
the HP OfficeJet Image Viewer on your PC screen asit is
scanned.

For information on the features of the Image
Bend | Concal | Hep | Viewer, click the Help button.

|+

© When ready, click Send.

Your email application will appear with the
scanned image as an attachment.

=l
Image name: |atesl
Imegabupe |JFES Fie i =|
riage Sas
F s imega i
vdee [oothmanes e
Fimncky 15k

For more information about scanning, refer to the Help system:
Double-click HP OfficeJet Manager on your Windows desktop and
click Help, then select HP Officelet Series 700 Help. Click
Scanning, and select from amenu of topics.

! This step is not necessary for those in the United States using
AmericaOnLine. Continue with step 2.



Printing

The HP Officelet can print on many types of paper and other media.
Refer to “Paper Types and Sizes’ in the More Information guide for

supported paper types.
Printing a document

You can print directly from the software application you use to create
your document.

@ From your application’s File menu, select Print.

@ Make sure the HP OfficeJet Series 700 Printer is the selected
printer. Specify which pages and number of copiesto print.

(3) Change any other print settings, if necessary, as discussed in the
following section.

@ Click Print or OK to begin printing.

For more information about printing, refer to the Help system:
Double-click HP OfficeJet Manager on your Windows desktop and
click Help, then select HP Officelet Series 700 Help. Click
Printing, and select from the menu of topics.

Changing the Print Settings
Correct print settings ensure that your printed document looks its
best. You can access print settings three ways:

From within your Windows application. Use this method to make
temporary changes to the settings.

Most applications have a Page Setup or Print Settings option from
which you can adjust print settings. If not, select Print, then look for
Propertiesin the Print dialog box.




From the HP OfficeJet M anager. Use this method to change the
default settings, which will be applied to al print jobs until you
change the setting.

Double-click HP OfficeJet Manager on your Windows desktop. On
the HP OfficeJet Manager, click Settings, then select Print Settings.
The Print Settings dialog box appears.

tewp | Femue | Cobr | Seiee |
Explore all four Print Settings ::
tabs: Setup, Features, Color, -
d Servi [ Lottea 1B 5 11 i
and Services. P— i !
[Fenran B ||
For information about a Firl Guoky
setting, click Help at the
bottom of each screen. % ﬂ %
" Besl F!.!_THJ 1 EronFa
et | e | [ B
Make your selections
and click OK. —13 casenl |

From thefront panel (stand-alonefax/copier use). To change paper
size, refer to “ Set the paper size” in the Setup Guide. To change other

print settings, refer to “ Adjusting Settings” in Chapter 2 of thisguide.



Using the photo cartridge

You can use an optional photo cartridge to produce very high quality
color prints. The photo cartridge is especially good for printing
photos. When using the photo cartridge, keep in mind the following:

e Final printslook better on high-quality paper. See “Paper Types
and Sizes’ in the More Information guide.

e Reservethe photo cartridge for final prints. Print rough drafts
using the black and color print cartridges, then replace the black
cartridge with the photo cartridge for your final print.

Note: Thefirst time you purchase a photo cartridge, get the HP Photo
Color Kit. The kit includes the HP photo cartridge and a cartridge
storage container to store cartridges (black or photo) while they are
not being used.

When you use the photo cartridge:

e First remove the black print cartridge (in the left cartridge
holder). Store it in the storage container (that came in the photo
color kit) when not in use.

e Insert the photo cartridge into the
left cartridge holder.

o First, slide the bottom in until
it clicksinto place.

e Then, push the top forward
until the cartridge snapsinto
place.

Note: After you print your final
project, remember to replace the photo
cartridge with the black cartridge for
regular printing.

If you would like to order a photo
cartridge kit, refer to the More Information guide for ordering
information.
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Using the Help System

The Help system provides information on every aspect of your HP
OfficeJet. When you need help, click Help on any HP Officeldet
dialog box to learn more about its features, or explore the many topics
from the main menu of Help.

To access the main Help menu:

Double-click HP OfficeJet Manager on your desktop. The HP
OfficeJet Manager appears on your screen. |f you do not see it,
minimize open applications.

Whar wauld you [Te to do with your decument?

— Click Help, then

y select HP
" g OfficeJet Series
. 700 Help to displa:
. G D vstom

the Help system
Table of Contents.

 HE W
i IR T

E HFP Difcedet Series 700 Help
Corkents] Irdes Ench Earire Ewit

Explore Help through the %/rﬁ-q your HP Office.lat
Contents (this screen) or
through the Index (which

alsq contains a contains Scanning Using the HP Office et
a Find button). [l wanaper

E" Wantzining the HF
Comin Ofmeedeal

What would you like 10 leam more aboul?

Click a button to _ Frinting ['—! Yisit tha HE® Cficeal
explore a topic. i L] web eie
Click on underlined words 5 B

and phrases to see more
information about them.

?-Help isaso available in almost every HP OfficeJet dialog box.
Click the ? in the upper right corner of a dialog box. Then click any
setting to see a brief description of it.



Stand-Alone Use

This chapter explains how to use your HP Officelet asa
stand-al one fax/copier.

Faxing and Copying

Note: As a stand-alone fax/copier, the HP OfficeJet faxes and
copies only in black and white.

As a stand-alone tool, the HP Officelet provides fax and copy
capability. To fax, refer to “Faxing from the keypad” on page 1-5. To
receive faxes, refer to “ Receiving faxes’ on page 1-7 and “Manually
receiving faxes’ on page 1-9. To copy, refer to “ Copying from the
keypad” on page 1-11.

Speed dialing

Once you' ve assigned speed dial codes to your fax numbers (refer to
“Speed Dial Setup” on page 2-7), you can quickly dial using the
Speed Dial button and a speed dial code. To speed did:

o Load your document in the document tray.

@ Pressthe Speed Dial button on the HP OfficeJet keypad.

© Dial the 1- or 2-digit speed dial code.

OM |



Using The Menu System

The HP Officelet uses a menu system enabling you to customize
settings to control how your copies and faxes look.

Navigating the menus

With alittle practice, using the menus is simple. Just remember these
basic principles:

Stop e Thefollowing instructions all start from the time and date screen.
To get to the time and date screen from anywhere in the menu
system, simply press Stop.

< e Press Menu to enter the menu. Once in the menu, the top-level
Menu choices alternately appear. Select a choice by entering its number
on the keypad or pressing Start while the choice is displayed.
<O O»

Use the arrow buttons to move through menu choices.
e Within amenu, you can perform three operations:

View/change selections: Most settings are lists from which you
select your choice. When you enter alist, the currently set item
displays briefly, then alternates with a display telling what
action(s) to perform. Take, for example, selecting paper size:

Paper Size ‘ »|Use » and
*Letter press START

Theasterisk (*) inthefirst display indicates that the current paper
size setting is Letter. The second display directs you to use the
Start right arrow button to scroll through the list until your choiceis

displayed, then press Start. An asterisk will appear in front of
your selection, and the time and date screen will reappear.

Start an action: The Start button also starts an action, for exam-
ple printing a report. With the name of your report displayed,
press Start to print it.

Enter information: Sometimes you will be asked to enter names
or numbers. Step 9 in the Setup guide gives complete instructions
for entering characters and numbers.

e To exit the menu, or to start over, press Stop.
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M enu outline

To print an outline of the entire menu system:
Press M enu on the front panel, then press 4, then press 3.

Adjusting Settings
Copy Setup

There are two Copy settings. Copy Resolution and Reduce to Fit:

Copy Resolution
Copy Resolution has two settings:

Text:  Best for text and line drawings; copiesin black and white
Photo: Best for photos; copiesin shades of gray

Reduceto Fit
Reduce to Fit has six settings:

Actual-100%:

Full page-95%:
Ltr to A4-93%:
A4 to Ltr-89%:
Lgl to Ltr-74%:
Minimum-50%:

Copies at actual size

Reduces full page original 5% for print margins
Reduces letter-size original to fit A4-size width
Reduces A4-size original to fit letter-size length
Reduces legal-size original to letter-size
Reduces an original to half size

Fax Resolution

The resolution setting affects the transmission speed and quality of
your faxed documents. Fax Resolution has four settings:

Sandard: For text if transmission speed is more important than quality
Fine Good all-around quality and transmission speed for text
300 DPI: Best quality for text, but slower transmission speed

Photo:  Best quality for photos/graphics; slowest transmission speed

The first three settings are black and white only. Photo supports the
gray scale. Remember, the HP Officelet will only fax at the highest
resolution supported by the receiving fax machine.

OM |



First then
pre+ss press

Menu @

ql\%nu @

then
press »

Contrast

Change this setting if you want your copy or fax to be darker or
lighter than your original.

Print Report

The HP Officelet enables you to print four reports:

Fax Log Report:  Listsyour last 30 faxes sent and received
Soeed Dial Report: Lists your speed dial/group speed dial numbers

Menu Report: Listsin outline form the entire menu system
Self Test Report:  Helps diagnose print cartridge problems
Basic Fax Setup

During setup, you aready defined your basic fax settings: Time &
Date, Fax Header, Dial Mode, Ringsto Answer, and Paper Size.

If you need help changing any of these settings, refer to step “9. Set
the Basic Fax Settings’ of the Setup Guide.

Advanced Fax Setup

There are nine advanced fax settings to help you further customize
your HP Officelet fax to your particular situation.

Automatic Reports

The Automatic Reports setting lets you control automatic fax reports.
You have six options:

Every Error:  Reports every time there is any kind of fax error
Send Error: Reports every time thereis afax transmission error
Receive Error: Reports every time there is an error receiving a fax
Every Fax: Reports every time afax is sent or received

Send Only: Reports every time afax is sent

Off: Does not send fax reports
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Busy Redial
The HP Officelet isfactory set to automatically redial at intervals
after abusy signal. You can turn this setting off.

Note: To immediately redial the last fax number you entered on the
HP Officelet keypad, press the Redial/Pause button.

No Answer Redial

You can set the HP Officelet to automatically redia at intervalsif a
fax call is not answered.

Answer Ring Pattern

The Answer Ring Pattern setting applies only if your phone line has
more than one number, each with its own distinctive ring pattern. This
isaservice provided by your telephone company. If you do not have
this service, the Distinctive Ring feature on the HP OfficeJet will not
work and the Answer Ring Pattern should be set to All Rings.

If you do have Distinctive Ring service, have your telephone
company assign one ring pattern to voice calls and another to fax
calls. Then use the Answer Ring Pattern setting to set your HP
OfficeJet to automatically answer the fax call pattern.

Note: If you have an answering machine on thisline for receiving
voice calls (using one of the other distinctive ring patterns), set it to
answer after 3 or more rings or your HP OfficeJet will not receive fax
cals.

Error Correction Mode

Error Correction Mode (ECM) reduces data lost due to poor phone
lines. In ECM, phone charges are unaffected, or may even be reduced,
on good phone lines. On poor phone lines, ECM increases sending
time and phone charges, but sends the data much more reliably.
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Ring and Beep Volume
The HP OfficeJet providesfour optionsfor the volume of itsringsand
beeps.

Automatic Reduction

The Automatic Reduction setting determines what the HP OfficeJet
doesif it receives afax too large for the paper size you set in Basic
Fax Setup:

On: Reduces the fax to fit the paper size setting in Basic Fax Setup
Off: Printsthe fax at actual size on multiple sheets of paper

Silent Detect

The Silent Detect setting controls whether you can receive faxes from
older-model fax machines that don’t emit afax signal. These silent
models represent less than 5% of fax machinesin use. Leave Silent
Detect off unless all of the following are true:

e You expect to receive afax from an older-model machine.

e Your telephone answering machine is connected directly to the
HP Officelet.

e TheHP Officelet is set to Auto Answer (green light on the
keypad is on).

Country and Language

Thisfeature does not apply in certain countries.

Use this setting if you entered the wrong number when identifying

your country or language in theinitial setup. When prompted, enter
the number corresponding to your country and/or language.
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Speed Dial Setup

Assign Speed Dial codes to frequently used fax numbers to quickly
dial those numbers using the Speed Dial button and a one- or two-
digit code. See " Speed dialing” on page 2-1.

Individual Speed Dial

The first unassigned speed dial code appears on the display. Press
Start to select it (or press either arrow key to move to a different
unassigned code, and press Start to select it).

Enter the fax number you want to assign to that code, and press Start
to save it. Then enter the person’s (or company’s) name, and press
Start to saveit.

The display will ask if you want to enter another. If Yes, enter 1, and
repeat the process. If No, enter 2 to return to the time and date screen.

Group Speed Dial

To assign a new group speed dial code:

For your first speed dial group:  For al other speed dial groups:

The first unassigned speed dial At the 1=New 2=Edit prompt,
code appears. enter 1. Thefirst unassigned
speed dial code appears.

Press Start to select it. Add 1 of 20 appears.

Below it will beyour first speed dial code. If you want that number in
your group, press Start to include it. If you do not want that number
inyour group, pressthe right arrow key multiple timesto scroll to the
next number you want in your group, and press Start to includeit.

The display will ask if you want to enter another. If Yes, press 1 and
repeat the processin the previous paragraph. If No, press 2, and enter
aname for the group. Press Start to saveit.

The display then asks if you want to add another group. Enter 1 to
create another group, or 2 to return to the time and date screen.

To wait for a dial tone in a number:  Press *(Symbols) 5 times (enters a W)
To enter a 3-second pause: Press Redial/Pause
To simulate the Flash Key:

Special Speed Dial Functions

Press *(Symbols) 6 times (enters an R)
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To edit an existing group speed dial code:

At the 1=New 2=Edit prompt, press 2, and your first assigned group
speed dial code appears. If you want to edit it, press Start to select it
(or press either arrow key to scroll to the speed dial code you want to
edit and press Start to select it).

The first speed dial code in that group appears. For each number in
the group, press 1 to delete it, or 2 to keep it.

Then you'll be asked if you want to add another. If No, press 2 to edit
the group name, or press Start to saveit asis.

If Yes, press 1 and the first assigned speed dial code will appear. If
you want to add it to the group, press Start (or press either arrow key
to scroll to a number you'd like to add, and press Start.)

When done adding speed dial codes to the group, press 2, and you'll
have the choice of editing the group name.

Delete Speed Dial
To delete an individual or group speed dia entry:

The first assigned speed dial code will appear on the display. Press
Start to deleteit, or press either arrow key to scroll to an entry you
want to delete. With it displayed, press Start to deleteiit.

M aintenance

The Maintenance submenu has two options: Print Faxesin Memory
and Clean Print Cartridge.

Print Faxesin Memory

There may be times you need to print afax stored in memory, for
example, if your print cartridge runs out of ink while printing a fax.
Since this option prints all faxesin memory, press Stop to stop
printing faxes you don’t need.

Clean Print Cartridge

Cleaning the print cartridges may solve some print problems but
should be done only when necessary.



M alntenance and

M aintenance

To keep your HP Officelet working at its best, regularly perform the
mai ntenance described below.

M aintenance tasks (PC-connected)

This section does not apply to stand-alone fax/copier users.

There are several maintenance tasks which help diagnose or solve
printing problems. To perform maintenance tasks:

@ Doubleclick HP Officelet M anager on your Windows desktop.
The HP OfficeJet Manager appears on your PC screen. If you
don't seeit, minimize open applications.

@ Click Settings on the HP OfficeJet Manager, then select Settings
and M aintenance.
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Cleaning the HP OfficeJet

Keep your HP Officelet clean to ensure that it delivers the best qual-
ity service.

e Keep fluids away from the interior of the HP OfficeJet.
e Do not use compressed air to clean the interior.

Cleaning the exterior
e Useasoft cloth moistened with water to wipe dust, smudges, and
stains off of the exterior case.

Cleaning the scanner glass
If you notice vertical streaks or linesin your printing, the scanner
glass may need to be cleaned.

Caution:

e Beforeyou do this, unplug the HP OfficeJet.

e Thescanner glassis very delicate. Use extreme caution when
cleaning the glass to avoid scratches.

Scanner e Scanner glass: Open thetop cover and remove the
cover , scanner cover. Look inside for a glass strip about

' Yrinch (1.9 cm) wide and 9 inches (23 cm) long.
Apply mild glass cleaner to a soft, lint-free cloth,
sgueeze out excess moisture, and gently wipe the
scanner glass clean.

e Scanner cover: Look on the bottom of the scanner
cover that you removed to clean the scanner glass.
The white section also needs to be cleaned. Apply
mild glass cleaner to a soft, lint-free cloth and gen-
tly wipe this area clean.

Cleaning the print cartridges and surrounding areas
If your printing is smeared, it could be caused by a buildup of debris
on the print cartridge. To correct this problem, clean the print car-
tridges, cartridge holder, and the inside area of the HP Officelet.

Note: You'll find this procedure with illustrationsin the Help system.
Look in the Help index under “Maintenance, scheduled.” Click on
terms underlined with dashed lines to see photographs.



@ Make sure you have the following materials at hand:

e Cotton swabs or any soft material that will not come apart or
leave fibers.

e Distilled, filtered, or bottled water.
e Scrap paper to set the print cartridges on while you are working.

@ Removethe print cartridges:

e Turnonthe HP OfficeJet and lift the top cover. The print
cartridges move to the center.

e With the print cartridgesin the center, unplug the power cord.

e Remove the print cartridges and place them on their sideson a
scrap piece of paper.

Caution:
e Don'tleavethe print cartridges outside the printer more than 30
minutes.

e Keep print cartridges out of reach of children.
e Becareful not to get ink on your hands or clothing.

© Clean the black print cartridge:

e Dipaclean cotton swab into distilled water and squeeze out any
excess water.

e Hold the print cartridge by the colored cap.

e Clean theface and edges of the print cartridge. DO NOT wipethe
nozzle plate.

e Holdthe print cartridge up to the light to inspect for fibers on the
face and edges. If fibers remain, clean the cartridge again.

@ Clean the color print cartridge (Repeat step 3.)

@ Cleanthe print cartridge holder:
e Locate the print cartridge holder inside the HP Officelet in the
center.

e Using clean, moistened swabs, wipe the flat surface of the
underside of the arms on the bottom of the holder. Clean from
back to front until thoroughly clean.
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@ Clean the service station:

e Locate the service station inside the HP Officelet to the far right.

e Using aclean, moistened swab, clean the wipers and top surfaces
of the two caps. The caps are black squares with white dots; each
cap hasawiper on itsleft.

Caution: Uselight force when cleaning the print cartridge caps to
avoid unseating them.
@ Clean the sponge holders:

e Locate the sponge holders inside the HP OfficeJet to the far left
(there are two of them).

e Clean therim of each sponge holder with a clean, moistened swab.

@ Test the HP Officelet:

e Reinstall the print cartridges, and close the top cover.
e Reconnect the power cord.

e Printaself test page. See “ Maintenance tasks (PC-connected)” on
page 3-1 for details. Stand-alone fax/copier usersrefer to “Print
Report” on page 2-4.

e Examinethe printout for ink streaking. If necessary, repeat the
procedure until the self test pageis clear and sharp.

Cleaning the paper rollers
If you see spots or stains on your printouts, clean the paper rollers:

@ Unplug your HP Officelet.
@ Open the top cover.

© Remove the scanner cover (toward the back of the machine) to
expose the paper rollers.

o Carefully inspect the paper rollersfor ink or grease.
@ with arag dipped lightly in isopropyl alcohal, clean therollers.



O Let therollersdry.
(7] Repl ace the scanner cover, and close the top cover.

@ Plug in the HP Officeet.
Caution:

e Do not pour isopropyl acohol directly onto the rollers.

e Do not use soap and water to clean therollers.

Uninstalling the software
This processis required only if you are upgrading from an older HP
Officelet, updating the software, or if your installation failed.

@ |nsert the HP Officelet Series 700 CD into your CD-ROM drive.
The Welcome Screen appears on your PC screen.

If you have floppy disks, insert Disk #1 into your floppy drive.
Choose Run from the Start menu in Windows, then type:

@1y L

ar\setup.exe
where a: represents the letter of your floppy drive. Click OK.
@ At the HP OfficeJet Welcome screen, click Uninstall the HP

OfficeJet Series 700 software. You will be asked to confirm the
process, then the Uninstaller dialog box appears on your screen.
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Troubleshooting

This section provides solutions to the most common problems you
might experience while using your HP Officelet. If your problem
isn't listed, the Help system provides troubleshooting information on
every aspect of using your HP OfficeJet.

To view the Help system Table of Contents:

e Onthe HP OfficeJet Manager, click Help. Select HP Officelet
Series 700 Help. The Help Table of Contents appears.
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To get help while working in a dialog box:

e Most dialog boxes have a Help button. Click this button for Help
on that dialog box.

To find out what a particular setting does:

e Most dialog boxes have a (?) icon in the upper right corner. Click
thisicon, then click on any setting in the dialog box to see Help
for that setting.



Common problems
The HP OfficeJet won't pick up paper from the paper tray.

e Useonly paper that works with the HP OfficeJet. See “ Paper
Typesand Sizes’ in the More Information guide.

e Alwaysload at least ten sheets of paper in the paper tray.

e Useastack of plain paper with specialty paper on top.

e Reload the paper and push the document tray back into position.
e Make sure the paper guides are not too tight against the paper.
Printouts have horizontal streaks.

e Print aself test page to make sure your print cartridges are
working properly. They may below onink, have clogged nozzles,
or need cleaning.

e Makesureyou' ve selected the correct paper type. See “ Changing
the Print Settings’ on page 1-17 for details.

Scanned images have vertical linesin them.

e If you're using a scan/copy sleeve, check to make sureit’s clean
and not scratched or worn.

e Clean the scanner glass. See “Cleaning the scanner glass’ on
page 3-2 for details.

OmniPage Limited Edition OCR softwareisnot installed.

e Put the HP OfficeJet CD-ROM into the CD-ROM drive.
e Uninstall the HP OfficeJet software.
¢ Remove and reinsert the CD.

e Reinstall the software. During the installation, install OmniPage.
See the Setup Guide for details on installing the HP Officedet
software.

Dialog boxes don’t fit on you screen or you can’t close the viewer.

e Through Windows, change your screen resolution to 800 x 600 or
higher.
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Error messages

Y ou might see some of the following error messages on the front
panel display.

e Clear document jam, then press START

Problem: Either your document jammed, or the HP Officelet loaded
more than one sheet at atime, or you loaded a document longer than
the 14-inch (35.6-cm) maximum.

Solution: Remove the document from the document tray, then rel oad
it and press Start to clear the message. Restart your job.

Note: If the document isjammed, lift the cover and clear the jam. To
display document jam-clearing instructions on your PC screen, from
the Help index, double-click “ Jammed paper.”

e Clear paper jam, then press START, or, Clear paper jam

Problem: Either the paper jammed, or the HP OfficeJet loaded more
than one sheet at atime, or you loaded paper longer than the 14-inch
(35.6-cm) maximum.

Solution: Remove the paper from the paper tray, open the cover, and
clear the paper path. (To display document jam-clearing instructions
on your PC screen, from the Help index, double-click “ Jammed
paper.”) Then reload the paper, and press Start to clear the message
and reset the HP Officelet.

e Replace scanner cover

Problem: Either you removed the scanner cover from inside the HP
Officelet and didn’t replace it, or you replaced the scanner cover
incorrectly.

Solution: Open the HP Officelet’'s
top cover. Either replace the scanner
cover and close the cover, or remove
the scanner cover, replace it, then
close the cover.

Scanner
cover



