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Safety information

Always follow basic safety precautions
when using this product to reduce risk of
injury from fire or electric shock.

1. Read and understand all instructions in
the documentation that comes with the
printer.

2. Observe all warnings and instructions
marked on the product.

3. Unplug this product from wall outlets
before cleaning.

4. Do not install or use this product near
water, or when you are wet.

5. Install the product securely on a stable
surface.

6. Install the product in a protected location
where no one can step on or trip over the
line cord, and the line cord cannot be
damaged.

7. If the product does not operate normally,
see Solve a problem.

8. There are no user-serviceable parts
inside. Refer servicing to qualified service
personnel.
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◦ Preserve Layout: This feature only works with the duplex printing. If the image is larger than
the printable area, select this feature to scale the page content to be within the smaller
margins so that extra pages are not created.

◦ HP Real Life Technologies: This feature smooths and sharpens images and graphics for
improved print quality.

◦ Booklet: Allows you to print a multiple-page document as a booklet. It places two pages on
each side of a sheet that can then be folded into a booklet in half size of the paper. Select a
binding method from the drop-down list, and then click OK.

● Booklet-LeftBinding: The binding side after folded into a booklet appears at the left
side. Select the option if your reading habit is from left to right.

● Booklet-RightBinding: The binding side after folded into a booklet appears at the right
side. Select the option if your reading habit is from right to left.

◦ Page Borders: Allows you to add the borders to the pages if you print the document with
two or more pages per sheet.

● You can use printing shortcut to save time setting printing preferences. A printing shortcut stores
the setting values that are appropriate for a particular kind of job, so that you can set all the
options with a single click. To use it, go to the Printing Shortcut tab, select one printing shortcut,
and then click OK.

To add a new printing shortcut, after making settings on the Layout or Paper/Quality tab, click
the Printing Shortcut tab, click Save As and enter a name, and then click OK.

To delete a printing shortcut, select it, and then click Delete.

NOTE: You cannot delete the default printing shortcuts.

Printer settings tips (OS X)

● On the Print dialog, use the Paper Size pop-up menu to select the size of paper loaded in the
printer.

● On the Print dialog, choose the Paper Type/Quality pop-up menu and select the appropriate
paper type and quality.

● To print a black and white document using only black ink, choose the Paper Type/Quality from
the pop-up menu. Then click the Color Options disclosure triangle and choose Grayscale from
the Color pop-up menu and select Black Print Cartridge Only.

Notes

● Original HP ink cartridges are designed and tested with HP printers and papers to help you
easily produce great results, time after time.

NOTE: HP cannot guarantee the quality or reliability of non-HP supplies. Product service or
repairs required as a result of using a non-HP supply will not be covered under warranty.

If you believe you purchased Original HP ink cartridges, go to www.hp.com/go/anticounterfeit.

● Ink level warnings and indicators provide estimates for planning purposes only.

NOTE: When you receive a low-ink warning message, consider having a replacement cartridge
available to avoid possible printing delays. You do not need to replace the cartridges until print
quality becomes unacceptable.
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Print with AirPrintTM

Printing using Apple’s AirPrint is supported for iOS 4.2 and Mac OS X 10.7 or later. Use AirPrint to
print wirelessly to the printer from an iPad (iOS 4.2), iPhone (3GS or later), or iPod touch (third
generation or later) in the following mobile applications:

● Mail

● Photos

● Safari

● Supported third-party applications, for example Evernote

To use AirPrint, ensure the following:

● The printer must be connected to the same network as your AirPrint enabled device. For more
information about using AirPrint and about which HP products are compatible with AirPrint, go to
www.hp.com/go/mobileprinting.

● Load paper that matches the paper settings of the printer (see Load paper for more information).
Accurately setting the paper size for the paper that is loaded, enables a mobile device to know
what paper size it is printing.
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4 Copy and scan

● Copy

● Scan

Copy
To copy documents

1. Make sure you have paper loaded in the main tray. For more information, see Load paper.

2. Place your original print-side down on the scanner glass or print-side up in the document feeder.

For more information, see Load an original on the scanner glass or Load an original in the
document feeder.

3. From the printer control panel display, touch Copy.

4. Scroll up or down to select the number of copies.

TIP: To save these settings as defaults for future jobs, from the printer control panel display,
touch Copy, touch  (Copy Settings), and then touch Save Current Settings.

5. Touch Black or Color to start the copy job.

Copy settings

You can customize copy jobs using the various settings available from the printer control panel.

In the Copy menu, touch  (Copy Settings) and change the desired settings.

● Two-Sided

● ID Card Copy

● Quality

● Lighter/Darker

● Resize

● Collate

● Margin Shift

● Enhancements

● Save Current Settings

● Restore Settings

Scan
You can scan documents, photos, and other paper types, and send them to a variety of destinations,
such as a computer or an email recipient.
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When scanning documents with the HP printer software, you can scan to a format that can be
searched and edited.

When scanning a borderless original, use the scanner glass and not the document feeder.

NOTE: Some scan functions are only available after you have installed the HP printer software.

TIP: If you have problems scanning documents, see Solve scan problems.

● Scan to a computer

● Scan to a memory device

● Scan to Email

● Scan using Webscan

● Scanning documents as editable text

Scan to a computer
Before scanning to a computer, make sure you have already installed the HP recommended printer
software. The printer and computer must be connected and turned on.

In addition, on Windows computers, the printer software must be running prior to scanning.

You can use the HP printer software to scan documents into editable text. For more information, see
Scanning documents as editable text.

To enable the scan to a computer feature (Windows)

The scan to a computer feature is enabled by default from the factory. Follow these instructions if the
feature has been disabled, and you wish to enable it again (either using an Ethernet cable or wireless
connection).

1. Open the HP printer software.

2. Go to the Scan section.

3. Select Manage Scan to Computer.

4. Click Enable.

To enable the scan to a computer feature (OS X)

The scan to a computer feature is enabled by default from the factory. Follow these instructions if the
feature has been disabled, and you wish to enable it again.

1. Open HP Utility.

2. Under Scan Settings, click Scan to Computer.

3. Ensure that Enable Scan to Computer is selected.

To scan an original from the printer control panel

1. Load your original print-side down on the scanner glass or print-side up in the document feeder.

For more information, see Load an original on the scanner glass or Load an original in the
document feeder.

2. Touch Scan, and then select Computer.
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3. Touch a computer that you want to scan to.

4. Choose the type of scan profile you want.

5. Touch Start Scan.

To scan an original from HP printer software (Windows)

1. Load your original print-side down on the scanner glass or print-side up in the document feeder.

For more information, see Load an original on the scanner glass or Load an original in the
document feeder.

2. Depending on your operating system, do one of the following:

● Windows 8.1: Click the down arrow in lower left corner of the Start screen, and then select
the printer name.

● Windows 8: Right-click an empty area on the Start screen, click All Apps on the app bar,
and then select the printer name.

● Windows 7, Windows Vista, and Windows XP: From the computer desktop, click Start,
select All Programs, click HP, click the folder for the printer, and then select the icon with
the printer's name.

3. Click the Print, Scan & Fax icon, and then select Scan a Document or Photo.

4. Select the type of scan that you want from the shortcut menu and then click Scan.

NOTE: If Show Scan Preview is selected, you will be able to make adjustments to the scanned
image in the preview screen.

5. Select Save if you want to keep the application open for another scan, or select Done to exit the
application.

After the scan is saved, Windows Explorer will open the directory where the scan was saved.

To scan an original from HP printer software (OS X)

1. Open HP Scan.

HP Scan is located in the Applications/Hewlett-Packard folder at the top level of the hard disk.

2. Click Scan.

3. Choose the type of scan profile you want and follow the on-screen instructions.

Scan to a memory device
You can scan directly to a USB flash drive from the printer control panel without using a computer or
the HP printer software provided with the printer.

NOTE: You can also use the HP printer software to scan documents into editable text. For more
information, see Scanning documents as editable text.

To scan an original to a memory device from the printer control panel

1. Load your original print-side down on the scanner glass or print-side up in the document feeder.

For more information, see Load an original on the scanner glass or Load an original in the
document feeder.

2. Insert a USB flash drive. For more information, see Insert a USB flash drive.
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3. Touch Scan, and then select Memory Device.

4. Make changes to scan options, if needed.

5. Touch Start Scan.

Scan to Email
The Scan-to-Email App is an application that allows you to quickly scan and email photos or
documents to the specified recipients directly from your HP e-All-in-One printer. You can set up your
email addresses, log in to your accounts with the given PIN codes, and then scan and email your
documents.

This section contains the following topics:

● Set up Scan to Email

● Use Scan to Email

● Change account settings

Set up Scan to Email

To set up Scan to Email

1. Enable Web Services on the printer. For more information, see Set up Web Services.

2. Touch Scan, and then touch Email.

3. On the Welcome screen, touch Continue.

4. Touch in the Email: box to enter your email address, and then touch Done.

5. Touch Continue.

6. A PIN will be sent to the email address you entered. Touch Continue.

7. Touch the PIN to enter your PIN and then touch Done.

8. Touch Store Email or Auto-login, depending upon how you want the printer to store your login
information.

9. Select your scan type by touching Photo or Document.

10. For photos, select the scan settings, and touch Continue.

For documents, continue with the next step.

11. Veriify the email information, and touch Continue.

12. Touch Scan to Email.

13. Touch OK when the scan completes, and then touch Yes to send another email, or No to finish.

Use Scan to Email

To use Scan to Email

1. Load your original print-side down on the scanner glass or print-side up in the document feeder.
For more information, see Load an original on the scanner glass or Load an original in the
document feeder.

2. Touch Scan, and then touch Email.
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3. On the control panel display, select the account that you want to use, and touch Continue.

NOTE: Select My account is not listed if you do not have an account. You will be prompted to
enter your email address and receive a PIN.

4. If prompted, enter the PIN.

5. Select your scan type by touching Photo or Document.

6. For photos, select the scan settings, and touch Continue.

For documents, continue with the next step.

7. To add or remove recipients, touch Modify Recipient(s), and when finished touch Done.

8. Verify the email information and touch Continue.

9. Touch Scan to Email.

10. Touch OK when the scan completes, and then touch Yes to send another email, or No to finish.

Change account settings

To change account settings

1. Touch Scan, and then touch Email.

2. On the control panel display, select the account that you want to change, and touch Modify.

3. Select which setting you want to modify, and follow the onscreen prompts..

● Auto-login

● Store Email

● Remove from list

● Change PIN

● Delete Account

Scan using Webscan
Webscan is a feature of the embedded web server that lets you scan photos and documents from
your printer to your computer using a web browser.

This feature is available even if you did not install the printer software on your computer.

For more information, see Embedded web server.

NOTE: By default, Webscan is off. You can enable this feature from the EWS.

If you are unable to open Webscan in the EWS, your network administrator might have turned it off.
For more information, contact your network administrator or the person who set up your network.

To enable Webscan

1. Open the embedded web server. For more information, see Embedded web server.

2. Click the Settings tab.

3. In the Security section, click Administrator Settings.
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4. Select Webscan to enable Webscan.

5. Click Apply and then click OK.

To scan using Webscan

Scanning using Webscan offers basic scan options. For additional scan options or functionality, scan
from the HP printer software.

1. Load your original print-side down on the scanner glass or print-side up in the document feeder.

For more information, see Load an original on the scanner glass or Load an original in the
document feeder.

2. Open the embedded web server. For more information, see Embedded web server.

3. Click the Scan tab.

4. Click Webscan in the left pane, change any settings, and then click Start Scan.

TIP: To scan documents as editable text, you must install the HP software included with the printer.
For more information, see Scanning documents as editable text.

Scanning documents as editable text
When scanning documents, you can use the HP software to scan documents into a format that you
can search, copy, paste, and edit. This allows you to edit letters, newspaper clippings, and many
other documents.

● Scan documents as editable text

● Guidelines for scanning documents as editable text

Scan documents as editable text
Use the following guidelines for scanning documents as editable text.

To scan documents as editable text (Windows)

1. Load your original print-side down on the scanner glass or print-side up in the document feeder.

For more information, see Load an original on the scanner glass or Load an original in the
document feeder.

2. Depending on your operating system, do one of the following:

● Windows 8.1: Click the down arrow in lower left corner of the Start screen, and then select
the printer name.

● Windows 8: Right-click an empty area on the Start screen, click All Apps on the app bar,
and then select the printer name.

● Windows 7, Windows Vista, and Windows XP: From the computer desktop, click Start,
select All Programs, click HP, click the folder for the printer, and then select the icon with
the printer's name.

3. Click the Print, Scan & Fax icon, and then select Scan a Document or Photo.

4. Select the type of editable text you want to use in the scan:

I want to... Follow these steps
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