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User Guide for Copy 
 

1. Operate on the console next to the Multi-Function Photocopiers (MFP). 

 
 

2. Select “Scan / Copy” on the console. 
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3. Select “Octopus”. 

 
 

4. Insert Octopus Card and tap “Continue”. 

 
 

5. Go to Multi-Function Photocopiers (MFP) Home screen and select “Copy”. 
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6. Select Copy features if necessary, then tap “Start”. 

 
 

7. After copying, go back to the console to view the page count. Tap “Finish”. 
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8. The total charge is displayed. Tap “Complete and Logout”. 

 
 

9. Tap “Print Receipt” if necessary, then tap “Confirm”.  

 
 

10. Get back Octopus Card. Tap “Confirm”. 
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11. Finally tap “Finish”. 

 
 


