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XEROX C8100 
Powering ON and OFF

The following Power Off options are available: 
Sleep:  Sleep Mode is a power saving state that extends the device’s energy saving capability. 
Restart: The device restarts.  Any jobs in progress are deleted. 
Power Off: The device powers off.  Any jobs currently in the print queue are deleted. 
Cancel: Power off options are cancelled and the device is available for use.  

Any jobs in the queue are retained. 
 
 
 

Powering ON:  
1. Open the front cover,  
2. Press the switch ON the [right hand side of the MFP] 
3. Close the front cover. 
4. Press the Power button located on the Control Panel. 
The device powers up and is ready to print, scan or copy 
(Standby Mode). 
 
 
 

Powering OFF 
      Press the Power button. 
NOTE: It is advisable to leave the device powered ON at all times, but it may be necessary to power off 

the device for example if a problem occurs or to move the device. 
 
 
 
 
Low Power Mode: 

To reduce energy consumption, the device is pre-set at the factory to enter a Low Power Mode.  
The Power button is illuminated when the device is in Low Power Mode.  
To re-activate the device from Low Power Mode, press the Power button. 



XEROX AltaLink 8100 
Paper Trays 1, 2, 3, 4, and Bypass Tray 5

Features
Fully adjustable or dedicated trays.
Paper and Media: Types: Bond, Hole-punched, Letterhead, Plain, Pre-printed, Recycled, Transparency, 

Labels, Lighwteight Cardstock, Lightweight Glossy Cardstock, Cardstock, Glossy Cardstock.
High capacity, dedicated paper trays [3 & 4] are primary feeders for the most commonly used media.

Loading Trays 1 & 2 or 1, 2, 3, 4 
1. Pull out the tray until it stops.  
2. Before loading paper > fan the edges to separate sheets that may be 

stuck together. 
3. If required, move the paper tray guides out to load paper.  
4. Load paper against the left side of the tray. >  Do not load paper above 

the MAX fill line. 
5. Adjust the guides so they touch the edges of the stack > Confirm or 

change settings.  
 
 
Loading Trays 3 & 4 [High capacity] 
1. Pull out the tray 3 or 4 until it stops > Wait for the tray to lower and 

stop. 
2. Before loading paper, fan the edges to separate sheets that may be 

stuck together. 
3. If required, move the paper tray guides out to load paper.  
4. Stack the paper against the left rear corner of the tray > Do not load 

paper above the MAX fill line. 
5. Close the tray > Confirm or change settings  
 
 
Bypass Tray 5: Small quantity [100 sheets], special materials feeder [Labels|Envelopes|Cardstock (Glossy) 
1. Lower Tray 5 on the left side of the device > pull out the extension tray for 

larger paper. 
2. Before loading paper > fan the edges to separate sheets that may be stuck 

together. 
3. If required > move the paper tray guides out to load paper.  
6. Stack the paper against the left rear corner of the tray >  Do not load paper 

above the MAX fill line. 
4. Close the tray > Confirm or change settings. 



    XEROX 
Troubleshooting  

XEROX
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In the event of a fault with the device, a message is displayed on the touch screen and the 
Status LED on the control panel flashes amber or red.

Paper Path Jam    
1. The fault screen indicates the location of the missfed paper and the paper path.  

2. For guidance, the paper path and clearance areas are colored GREEN.  

3. Information labels colored GREEN are affixed to parts of the device.  

 
  

1. Door B 
2. Tray 5 
3. Door A 
4. Left Tray 
5. Duplex Automatic Document 

Feeder (DADF) 
6. Document Output Tray 
7. Finisher Areas 
8. Paper Trays 1 to 4 



XEROX ALTALINK 8100 
The Control Panel Features

NFC Area Enables devices, including android devices, to communicate with the printer.

Touch Screen Display Displays information and provides access to printer functions.

Home Button Provides access to the Home screen for printer features, such as copy scan, and fax.

Power/Wake Button Powers the device On/Off, and indicates when the device is in Low Power and Sleep 
modes.

Status Indicator Provides a visual indication of device status.

Notification Area To view the message, touch the notification area. To close, touch X. 

Interrupt Button Pause the current job to run a more urgent job. 

Pause Button Pauses the current job with the option to resume printing or delete the job. 

Language Button Sets the displayed language. 

Reset Resets all apps to default settings. 



XEROX AltaLink 8100 
The User Interface







Creating Email Contacts in FAVORITES through the Control Panel 

 

1. Press the Email icon       

2. Press the Manual Entry… Icon        

3. Type your email address using the keypad >  

4. Press the Device Address Book… Icon        (right side) > 

5. Press Create New Contact button    > 

6. Touch the Top Field > Delete email and type your Full Name or Company Name using the keypad > 
touch OK. (Fig. below) 

 
 

7. For EMAIL [2nd field]:  

In the 2nd field > Verify your email address is correct > then click on the Star  to the right to mark it 

as a Favorite . 

8. Press OK. 

















Controlling Jobs
The JJobs App enables you to control jobs on the device to ensure the efficient 
and effective use of resources.  
There are different types of jobs Copy, Print, Scans, Fax. You can view the status 
of jobs, Pause and Delete jobs. 

Jobs List 
The queue of Active jobs sent to the device is 
shown at the top of the jobs list.  
Completed jobs are dimmed.  
The Active job sent most recently to the device 
is displayed as the last entry. As a job in the 
queue is processed, its status is updated.  
To view the details of an active job in the queue 
or to Delete it, touch the entry.  
A job can be temporarily stopped from printing 
(‘held’ status) for various reasons: it is a Secure
print; it Requires Resources e.g. paper (Size, Type, Color); it has been held by a user request on the device.

Secure Jobs
A list of folders containing print jobs that have 
been sent to the device and then stored in a folder 
with a secure passcode number.  

Saved Jobs 
Print jobs that have been saved for reprinting.

obs



 
A job can be temporarily stopped from printing (‘held’ status) for various reasons: is it a secure print; it 

may Require Resources e.g. paper; it has been held by a user request on the device. 
 

(Size, Type, Color)  
 

1. Press the Jobs icon   

 
 
2. Select the Print Job.  
 

 

 

 

 

3. Select Job Details 
 
 
 
 
 
 
 
 
4. Load Paper Tray or Bypass Tray with the exact attributes listed in the Job Details.  

 

5. If your job does not print > select the job again > select: 

a. Print On Alternate Paper 
 Select the desired Paper Tray to print from. 

b. OR Delete 



Device Status Information 
The DDevice App enables you to obtain information about the status of the device.  
Up-to-date status information about paper trays, consumables and current faults is 
provided. The app also provides tools which enable you to configure the device. 

About   
General information about the device, such as the 
customer support, serial number and software
version. If a fax card is installed the fax number is 
also displayed here. Under About, the Information
Pages feature enables you to print a Configuration 
Report.

Notifications
Current Faults and Alerts on the device are 
displayed in the Notifications window. 

The History button enables you to view a history of 
faults on the device..  

Supplies   
Status information about consumables. The operational 
condition or the percentage remaining before a 
replacement is required is shown for each item.  

By touching an item, you can view the number of pages 
remaining and information about reordering.
Wait until about 5% of a consumable remains before 
replacing it.  

evice



Basic Printing Options 

JOB TYPE:  
Secure Print – Send a print job with a Secure Password to 

release at printer 
Sample Set – Prints 1 complete set to review, then release all 
Delayed Print – Delays the job from printing until released at 

the printer 
Saved Job.. – Save job(s) on the printer (Public or Private) 

Folder to Re-Print from the control panel 
Fax – Fax a document from your workstation (fax kit required) 

PAPER:  NOTE: NONONONONONONONONONONONONNONONONNONONONONONNNOOOOTTTTTTTTTT  Both Type and Color must match the paper tray :TETETETETETETEEETEEEEEEEEEEEE BB::::::::::::::::
settings at the printer. 

Paper Size – To Reduce or Enlarge to a standard paper size 
White (Color) – Select paper tray setting color other than white. 
Printer Default Type  – To  select other type of paper than plain 

2-SIDED PRINTING: 
1-Sided Print 
2-Sided Print  
2-Sided Print flip on short edge (used for landscape and tablet style documents) 

FINISHING: (available ONLY with installed finisher) 
Staple 
Hole Punch 
Booklet Creation 

XEROX BLACK AND WHITE: (Applies ONLY to COLOR MFDs) 
Off: - Document prints in color. 
On: - Document prints in black and white only. 

PRINT QUALITY: (Applies ONLY to COLOR (PostScript driver) 
Standard: Produces crisp, bright prints at high speed and is ideal for black text. Standard mode provides the best trade-off

  between performance and image quality for most jobs. 
Enhanced: Provides the best overall image quality for CAD applications and fine detail. Lines and edges are enhanced for 

smoothness. Black and dark colors are enhanced for richness. 
High Resolution: Provides the best overall image quality for detailed line drawings such as CAD files. This option is 
recommended for printing vibrant, saturated, color prints or photos. Print job can take longer to process when you print. 

OUTPUT DESTINATION: (available ONLY with installed finisher) 
Automatically Select, Center Tray, Left Tray, or Center Bottom Tray 

 

      



Secure Print 

 

4-10 digit



XEROX 8100 
Faxing from the Computer’s Application

 

b)  
c)



Bypass Label Procedure

d)
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