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Understanding Your Ricoh Control Panel

The program button allows you to store
frequently used job settings and screen

o display defaults
To access system administrator tools and Allows user to
counter information Clears screen to default interrupt job in
T settings prtﬁss for new job

™

( User T nter -

i
P

(Sprnter )
' | & Scanner )

@ Other Function |
©Data In L Alert
N i

v Simplified display magnifies fonts
for easy viewing. See page 2 for

example

Hard function
keys have
Red/Yellow
status LEDs Ready Not Ready



Specify color mode
and quality.
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Key color is only
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Extended feature options including; margins, stamps,
page numbering, covers & slip sheets.

. ——Finishing options may be added to this screen.

Confirm current settings.

Paper tray status.

Frequently used
reduce/enlarge ratios. These
can be adjusted to suit users

needs.

Finishing options. Sort, Stack,
Staple and punch.



Copying Documents

Remove paperclips, staples or other loose objects before placing originals in feeder. Be sure to

straighten bent or curled edges

If using the Glass Platen, Lift the lid and place documents face
down on the glass at the position of arrow regardless of size

Feeder

Select any additional copy settings
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Adjust paper guides

Press original document type, i.e. Text, Text/Photo, Photo, etc.
Press [sort] to collate document (if not highlighted)

Enter any finishing options

Enter desired number of copies

Press [Sample Copy] copier will print one completed set and
prompt you [Suspend] to cancel job or change settings
[Continue] if job is correct to complete remaining copy sets

Or press START to skip [Sample Copy] | — o o e 8

Note: When copying from the glass and requesting multiple copies,
press the # key after feeding your last original to release the
additional copies

Simplified
Display




Copy Enhancements
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Select your Original document type

You may also select the [Auto Density] option
to further lighten or darken your document
settings.
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Auto Image Density is highlighted

Press the Right or Left arrow to lighten or darken
document

Press [] or [] to adjust the image density

Select an original type that is suitable for your originals to
enhance

your copies.

There are five original types available:

Text
For originals that contain mainly text or printed characters.

Text /| Photo

For originals that contain both text and photographs or
pictures.

Photo

For Photographs or pictures choose from the following types.
e Glossy Photo:

. Use when copying developed photographs

*  Printed Photo:

. Use when copying photographs or pictures that are
printed on

. paper e.g. magazines)
e Copied Photo:

. Use when copying copies or originals generated by color
copiers

Pale
For originals that have lighter lines written in pencil, or faintly
copied slips.

Generation Copy

For originals that are copied repeatedly. The copy image can
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Sort/Stack & Rotate Sort Output

SORT Rotate/Sort — the machine assembles copies as sets in sequential order. Use [Sort] when
placing multiple page document to maintain page order - Same as [Collate]. When a finisher is installed
with the device the machine will output the document in the Sort/Shift Sort order, separating the first set
from the next set.
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Croups bogether copies of eoch poge in o multi-poge original.

STACK - groups together copies of each page in a multi-page

original. Use Stack when setting multiple pages in the document

feeder and requiring the same copy number count per page to be j :

stacked. :

Rotate Sort

ROTATE SORT- Use Rotate Sort when your machine does not have Every cber copy set i ofuled by 90 degrees (V7] and defvred o he copy ay.
a finisher to keep jobs separated . To use this option you must have
one paper tray loaded with 8.5x11 paper in landscape orientation and
the other tray loaded with 11x8.5 portrait and select this option from ' '.'
the finishing mode or from the short cut menu on copier screen.




Stapling Documents

1. Place Documents in the document Feeder

2. On bottom of touch screen - select the staple
position that match your job output.

Select Top Left (straight)
Top Left Slant

Bottom Left (for landscape documents fed through
feeder in portrait orientation)

Double Staple Left (portrait Orientation)
Double Staple Top (landscape orientation)

Booklet stapling (for booklet folded at center
stapling)

3. Press [OK]
4. Press [Start]

Single Slant Top BOOKLET CENTER

Double LTR Double Ledger
SADDLESTICH

Note: Thenumber of pages stapled and stapling positions will vary by
machine model type and type of finisher installed.

1. Press [Finishing].
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2. Select desired staple position
3. Press [OK]
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4. Place documents in feeder
5. Press [START]



2 & 3 Hole Punch

2 holes 1. Press [Finishing].

Plocing originals (originals placed in the ADF)
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Duplex Copying (2 Sided Output)

Place Originals in Feeder
Landscape orientation or
Portrait orientation

1. Press [Dup./Combine/Series].
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3. Select [1 Sided 7 2 Sided] or [2 Sided 7 2 Sided].
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You can select these
options from the main
copier panel
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Press OK

Enter desired options
Select copy count
Press START




Copying Mixed Originals

1. Place Originals in the Document Feeder
v'Place the smaller sizes at the top of the stack as shown in the image
v'Adjust the Side Guide flush against the largest original.

Full Color v:"- » ”1

ﬁ“ 81 21,17”' v'Ensure that the right edges of all the sheets are aligned against the
Bl 5. Whte | right side guide .
5 Full Si Auto R / Inlywroe e.‘:::"x"x 'i::-b: °o .. .
Tet | fhoto et = ol LEiens v'Ensure that all originals are lying face up.

Text / Photo

ﬁLMW“M“M 2. Check the condition of th K
e . eck the condition of the paper stack:
DO [He) W) sw I B v'All sheets should lie flat, with no curled or bent edges,

Frigo_fconersi et 68t/ o | oG | e/ e | v'Paper should be clean and feel dry to the touch,
v'Attachments such as staples, tags or tapes must be removed.

3. Press [Special Original]
4. Press [Mixed Sizes] then touch [OK]
5. Select any additional options
3. Ifthere are multiple paper sizes you must either have all the
sizes in different paper trays, or select the size paper you want
them all to be or they will output al the default auto paper select.
6. Enter desired number of copies
7. Press [Start]

8. Press [Clear Modes] key when you have
finished.

Selecting Duplexing must all be output on the same size.
This will return the document feeder to normal copy mode ready for the
next user.

7. g1s x14" T2 8Y" x 1121;5%" x 8"

Acceptable sizes in Inch:11" x 17 ot Z



Create Margin

« Reduces the image to 93% of its original size and places the reduced image at
the center By combining it with the Reduce / Enlarge functions, you can further
increase a margin.

1. Press [Create Margin].
« 2. Select the reproduction ratio, if necessary.
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3. Press START
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A R Reduction/Enlargement

1. Press [Auto Reduce / Enlarge].
Press [Reduce / Enlarge].
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Select the option that matches your output
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+ The machine selects reproduction rafios of between 25-400%.
Place originals, Press START



Directional Size Magnification%

Use this feature to enlarge a document by placing percentage proportions in the horizontal and

vertical fields.
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Place document on platen glass
Press [Reduce/Enlarge]
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Press [Direct. Mag. %].

Press [Horizontal)

Enter the desired ratio with the number keys, and then
press [# ].

Press [Vertical].

Enter the desired ratio with the number keys, and then
press [ #].

Press [OK] twice.

Place the originals, and then press the [Start] key.




Edit/Stamp or Edit/Color Tab

Options
Vary by machine type and hard drive installed

Edit Color —

erase color, change or adjust color

Scan Position -

Used for moving copy image up or down on page

Margin Adjustments —

used to move margins for hole-punching, stapling or
binding

Stamps —

used for background numbering, page numbering,
watermarks, date stamping

Erase —
used for cleaning edges and borders, page centers

Edit Image —

used to replicate images, center images, invert images or
duplicate images

Copy Quality —
used to adjust contrast and image background
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Designate

Use this function to have certain pages of your original copied onto designation sheets or to insert a
designation sheet for each page specified. Before using this option you must set up the paper trays under

aper tray Settings.

Copy
Press [Cover/Slip Sheet].

Press [Designate / Chapter].

Select [Designate: Copy] to copy designated

Blank

page on the designated number page Or
Press [Designate: Blank]. Not to copy

anything on the specified page.

Press the key to select the chapter number.
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To copy the first peoe of each chapter onto 2 Slip Sheet
enter ke theet number ko stat each drapter with, then pross @,

T D=t bomartes: Oy o
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i Decignarte: Blank

Enter the page number of the first
chapter using the numbers key, and then

press the [#] key.

You can continue to specify additional
page location numbers, up the 20
locations may be selected.

After making all settings, press [OK]
twice.

Press [Start] or [Sample Copy].



Preset Stamp

L B N —ETEL L | || H |

Preset Stamp Can Position / Size / Density
Select stamp type.
COPY | URGENT | PRIORITY <Stamp Position> <Size>
| PRELIMNARY || For Internal Use Only || CONFIDENTIAL F7 L~ L+ |3 AT 2*
<Position / Size / Density> <Print Page> _» € H #* || > ‘ 43
Le ¥ [ v |

Ij] l?do};:mat All Pages [

System Status

Allows users to place a watermark on documents being copied. Users
Can choose stamp option, placement, size and density. Users and also
choose to place on first page only or on all pages being copied. If using

A color unit, these options may be printed in color, on units with
60+ page speeds have the option to create a desired stamp.

(Options may vary by machine types)




Image Repeat

Place image on glass
Press [Edit/Stamp]

11=1% SlEx gl O
Press [Edit Image] ilsrae B 1 1 Bva5 14 9 528 10025
Press [Image Repeat] ided 11 sided*Cormb 2 orig 1 sided® Comb & orig
Press [OK] 1 H El.hel T ELiE H |

Create Margin

Press [Reduce/Enlarge] 1 1] 22>l
Press [Numbers Key] Jraele Punch
Enter the reproduction ratio E|'H|H [ ir] ‘ H‘ ‘H‘
Press [OK]
Select the paper size Slip Sheet Dup. /Combine/Series || Reduce / Enlaroe

Press [Start]

FEE 20.200%

System Status 7:53PH

4 Repeats (50%) fmpck 114 lompu (5%
R R R 8 Repeats (35%) H %
* wm wm
R H 16 Repeats (25%) L [100%] §mpach [50Y] 1 mpeah 25

Allows users place a single page on the glass and have the
image repeated multiple times on a single page




Image Repeat

This feature allow you to take an original image and copy the image repeatedly on the same page.
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4 repeats 50%

Select the size of copy paper and the reproduction ratio.
Press [Edit/Stamp] Key
Press [Edit Image] key

8 repeats 35%mnm=_w - =

Press [Image Repeat] key

Press [OK]

Press [Reduction/Enlargement]

Enter the Percentage amounts to repeat the image on

the page. 25 repeats 3504t W MOsEeETEIE

See examples for original sizes below:-

Original:,5, x 8%/, /Copy paper: 8/, x 11 , or Original: 5/, x 8/, /Copy paper: 8%/, x 11 Original: 5/, x
8/,/Copy paper: 8/, x 11, or Original: 5/, x 81/,/ Copy paper: 8%/, x 11



Margin Adjustment

| Ll B U |

Scan Position | | >elect item.
<Front= <Back>=
[Margin Adi. <0.0- 1.7 inchs
Top/Bottom inch Top/Botto
Erasze A
Starmp left/Right |8 | > ——
Edit Image : -
Copy Guality | Clear | | € | | > | Clear
Finishing Cover/Slip Sheet Edit {Etamp Dup. S Combin

Swstemn Status Job List

Allows users to move the margins of a document being copied
for better placement of documents being copied, i.e. used to
move the margins to the top, bottom, right or left of the page. When
using this option, the system does not reduce the image being copied
Therefore users must have adequate blank space when moving
Images.




Document Centering

You can make copies with the image moved to the center of the copy paper.

(1JPlace the document

Select the paper size. i | 1T *;{;ﬁf 21 100%
[2lpress [Edit / Stamp]. - ; .

(3]Press [Edit Image]. H _'IJ_'?|-|'1] _I‘J_l'!':__;l Create Masin

Press [Centering].
Press [OK].
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R = R Note:

You cannot use the bypass tray
with this function.




Double Copies

Place Original in Document or lift the lid and place face down on Glass Platen
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Press [Edit / Stamp].
Press [Edit Image].
Press [Double Copies].
Press [OK].

Select the paper size.

Enter desired number of copies
Press [Start]

Original Feed ™=  Copy Output orientation
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tne original imoge is copied teice on one shest



Edit/Stamp

'Scan Position]

Allows users to adjust image (books) being
copied on the glass for better image

placement output without moving the document.

Use directional arrows to move the image in the
Desired Direction. users can elect to move
image on both sides of a page.

Place image on Glass

Press [Start]

Review output but do not move
image

Press [Edit/Stamp]

Press [Scan Position]

Using directional arrows, move the
image in the desired direction and

them press [Start]

Repeat as necessary until desired

placement is made.
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[ —— “Adjust scan position,
E <Fronts <Pack>
Marain Ad). A.0-1.7 inche
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brase 0.0 ing
Stamp left/Right 1] {8
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Copy Gality ‘ Clear ‘ ‘ < H 2> Clear
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System Status




Edit Stamp/Edit Color [Erase]
H H | H || |

| Cancel ] l Ok

Erase Border || Erase Center ||Erase Center/ Border|

Adjust width of the area to erase with .

<0.1- 3.9 inch>

Wk Ak

| Cancel ] l oK ]

Erase Border || Erase Center ||Erase Center/ Border|

Adjust width of the area to erase with HE.

= Top
T .
-1 0. 4inch | <0-1-35.9inch>
Al JE —
Bottomn
Left Right 0. & inch

0. & inch

Cancel, ] [ K

)

| Erase Border || Eraze Center HErase Center/ Border‘

Adiust width of area to erase with BHH.

Ak 4
Center +
11
Ak kT

0. & inch

<0.1 - 3.9 inch>

FEB 20,2009
11:07PM

System Status

0. 4 inch

FEB 20,2009
11:03FH

| Cancel I l 84 I

Erase Center HErase Center/ Border|

Erase Border

Adiust width of area to erase with .
0. 4 inch

<0.1 - 3.9 inch>

[ - |

FEE 20,2009
11:06FH

System Status

Allows users to clean edges, borders, centers of documents being copied.
Users can use feature to clean single or multiple pages. Single or multiple
Edges may also be selected for a cleaner output of your documents




Page Numbering

JCTELTF

T T JETELT™
ﬂ _ N N R
| Pase Nrberig Cn I b ety I e turmbera <1/5.05.. (a
Select page numbering format, | Select item to charge.
P1E... 1/5.205... -2 tata
12.. 1., j & 2 e 1
Stap Position> <Change Numbzringt> - First Printing Murmber 1 e tot
_ First Printing Page: | K ¥ 5
]E Cha | Fromase | Total Pages 1
Hurrbering from / to:
I ~tothefnd

System Status

System Statis

Starting Page, Starting Number

Number Page Position and Ending number,

Page Number Format

Allows users to keep track of documents being copied for projects, etc. Users can choose numbering
Sequence and position of placement of numbers.

Place Documents in Feeder
Press [Edit /Stamp]
Select [Stamp]
Select [Page Numbering]

Press [Change] >Select [Page Numbering] Format>OK
Press Change (opposite side) Select Page Number Placement>OK
Touch [First Printing Page] >indicate page to start number sequence
Touch [Last Number]>Enter information
Touch First [Printing Number] >enter information
Touch [Total Pages] >enter information
Select any other finishing options including the desired number of copies
Press [SAMPLE COPY] or [Start]




Date Stamp

Allows users to date stamp documents being copied for time sensitive documents, e.g. projects, deliver tickets, etc.
Users can select different formats, stamp placement and if stamp should be place on front page ONLY or all pages

| T T |

L Ll ‘

Date Stamp Can | Date Forrmat Car
Check format and position of date.

<Current Date>

2/20/2009 Chanoe Format | MDD/ Y'Y MMLOD Y Y

<Stamp Positions= <Print Page> DD/MMAYY Y'Y DD.MMLYY Y

Iil | AllPages |E YYYY MDD

Select format.

Systermn Status Joh List

System Status Job List

Place documents in feeder or on glass platen
Press [Edit Stamp] or [Edit color]
Press [Stamp]
Press [Change Format], select desired format,
Press [OK]
Press [Change] Select desired stamp placement,
Press [OK]
Select [First Page Only] or
Select [All Pages],
Press [OK]
Press [Start]




Dup./Combine/Series

| || || || [ | [ || || |
[ Select item. [ Select original and copy type and £ or orientation.
- Criginal: Copy:
— [ >k
’ Top to Top 9 H‘HEH
| 2 Sided=>1 Sided | B N Book |
Finishino Cowver/Slip Sheet Edit / Stame Dup ./ Combin Finizhino Edit # Stamp Dup. ACombin
S S

Swstemn Status Swstem Status

Full menu for short cuts on panel
Duplex — 1 sided+2 Sided

2 Slilees- 2 Sieet) . . arsras g | Bt | 1117 | 11817
Combine — Combine multiple pages on single pages
with options for 2 sided or single sided output and options RUSES) Moo filew | of

of placing 2, 4, 8 or pages on a single page. Users can choose | ﬁ -, (=] - L.c_{

different size pager for output. S - - -

Series — output documents from 2 Sided to 1 Sided

Copy 2 face forwarding pages of a book to 2 single pages.

Book — Create a magazine output (use booklet for 4 page output) use . T

Magazine for 5 or more pages. When the booklet finisher is installed, L@ U
N

Default Screen
Settings

Users can choose to have the job stapled and folded.
Use to copy 2 face forwarding pages of a book as a duplex output.




Combine Pages

Use this option to combine multiple single pages or 2 sided pages for multiple pages copied on each side of a
page. Originals can be copied in portrait or landscape orientation.

. - 2. Press [Combine].
1. Press [Dup./ Combine/Series]. [ ] 1 Sided 8 Pages  Combine 1 Side
t |- pecl] wnlzeossoTE o Copies eight 1-sided originals to one side of o shest.
. T | el m TR B | Bl 11=17 | 11=17
i B e = _
.} =it orrmral and ooy tyre A S o oneration. i
E ml—l|1| IE reate Meran Cripnal o 1 2 314
BEET"R § ;
= D (1)) o [ ) el — = [56|7]s
EJD [ | )| (R | ) (R 2544 | i 2 :
S Seat | Bt Store ) DTl e | Bedducs J Bl
Fiie hira ]l’f\.._. ."*:I'..'Chn.ul Rl o v Irl.n. Mivakad

3. Select [1 Sided] or [2 Sided] for Original, and then press [Combine 1 Side] for Copy.

. D -
Flocing originals {originalz placed in the ADF) Portrait [ |' Gnﬂmﬂls

T rimels ed frem (< e reht - R 4. Select the number of originals to combine,
=0 | e

m TTITIT
T

5. Select the paper size.

i

™
=

Landscape (&) originals 1‘_]. F'F-E 119 ['D K].

7. Place the originals, and then press the [Start] key.

o

L1

Note ),

—
J\}
H_
T
AR
o
1 2
a &
| | A | |

L] TTTIJTTT 3

Some of these options are available from
! - the main copier panel. You cannot use
. 2 fe| 1 ] 2 il . —;% the Bypass tray with this option.
1 Sided 2 Pages * Combine 1 Side 1 Sided 4 Puges""tumbine 1 Side

Copies twa 1-sided originals 1o one side of a sheet. Copies four 1-sided originels to one side of a sheet.



Sheets

Cover/Slip
|| |

| ST T || || ||

Designate # Chapter

I Cover, Desiognate and Chapter can be selected toogether.

J 1-10 \| 11-20 \| 21-30 \| 31-40 \| 41-50 \| 51-60 \

vy

System Status

Job List

% Front Conver = Back Cover 001 |EE Sheet ooz 003
[l
| Copy Copy |
- 006 ooz nos

| Blanlk Blanlk | |De5|gnate £ Chapter

To copy the first page of each chapter onto a Desionation Sheet,

erter the sheet number to start each chapter with, then press &

Finishino Cover/Slip Sheat Edit / Stame Dup.f[:nmh‘&_ |EEI Desigrate: Copy ||EEI Chapter

| BN Desiognate: Blank

Designate / Chapter ” ” ” |
t b lected together.
[ =10 \[ 11-20 \[ 21-30 \[ 31-40 \[ 41-50 \[ 51-e0 | [T “Uermesea e ‘ | Cancel J|_ oK |
007 & Before | 002 003 %Baak Cover 2 Dosionate/Chanter Sz Slip Sheet
[l 1 sheet(s)
Copy | | Copy |
00é o7 nns .
Blank | |De5|gnate £ Chapte_d | Blanlk |
To insert blank Desionation Sheets, enter sheet number where wou
then press @& .Insert blank designation sheet(s) as follows.
|I%| Designate: Copy ” = Chapter | Slip Sheet Edit # Stamp Dup_fCombine/Series || Reduce / Enlarge

- . : FEB
| “JBef System Status Job List 11:19PH

| BN Designate: Blank

Allows users to add covers, slip sheets, chaptering of documents and page inserts
of different color paper. Users can choose to insert blank pages or copy info on pages.




vﬁ.} Adding Covers

2. Select [Copy] or [Blank] for the front cover. To change between 1 and 2
— sided covers:-
Press "User Tools"
Lower, Liers iongrtie 2l Chaerter can e sl together, Select "Copy Features"
@MMW Select "Page Format"

Select "Cover Mode"
Select 1 or 2 sided covers
Select "OK"
Press "User Tools" to exit

To set the Bypass tray as the
cover paper source:-

Press "User Tools"

Select "System Settings"
Select the "Paper Size" Settings" tab
Select "Bypass"

Select "Display”

Select "Cover"

Select "Mode Selected"

Select "OK"

Press "User Tools" again to exit

= CAMTR = [
Copy oy
H ki Blari [eimmie o Chantey

bl Ntamp TN 1
o

3, Select [Copy] or [Blank] for the back cover, and then press [OK].

1. Press [Cover/Slip Sheet].
On the main screen:-

I D | Select "Cover/Slip sheet"
- Select "Front Cover"
Full Sie | Anokebes Bl | V|| BRI | 939 Select "Blank" or "Copy"
bk Zabed Tiel 2 aked=2 10 e ool 2 - 5 HR PreSS“OK"
M = 1 e e Set the paper for the cover sheet on the bypass tray
[ FS ! . 13 v .
L.-r_'l"'E'lx g4, —.J_l 03 —J_l 'Zl Ly For 2 sided covers select "Duplex"
- n o Set the originals on the document feeder
Arlrral ke o |mlRll RIE Select any additional options
I—ﬂ—'l"l —J'jJ | -'I—"I :I | ‘J—"I EI"I—'] Enter desired number of copies
Finshimg L iwedd s Shesst | bl f Stane ki 1 vk Press “Samp.le C,(,)py .
" ’ Press “Continue” if sample set is correct.




Book Copying

Place open Book on Glass Platen

User Tools/Counter Clear Modes Program  Interrupt a
lain
&= : ¢ ¥
D [ stmefle | | Oekiads | @ D i
¢ R = Energy Saver
= iy B ¢00
porsiet| Gloa | o110 Dj2 W3 kw0l W :
) Ducument erver | Black & Wite us A4 B4 A4 A3 e e e
) & Tl forole Cir Sample Co
o || [ @F ) e e |1 R A 100% L) lngln/lugaul
Commu- = ‘ Pt Wertie 2 st s siefoCor 20 Comb $ iy sietComé 8oy
Recelve il [ Cprinter ) 0 | 0 1 W @ g @
ecelve File| | W
LoD 5705 s 5w Start IS\mphﬂed

o= \
| | [ & Scanner | = - - - : Enter Dlsplay
| (R Special, Oriial Finishing |\ Cover/Slip Sheet | Edit / Colowr || Dup.CudireSies | Rechce / Frlaroe QEEI'I'S'EOP )
®0ther Functon | @ i

-9Dataln | Alert e
N e

Select [SERIES] button _
Press [Book - 1 sided] for single pages
Outputs 2 single pages for the right and left pages

Book 1-Sided

Press [OK]
OR
Press the [BOOK ]button

+ Select[BOOK TO 2 SIDED] - 2 i
— Copies the left and right pages and place front and back to a single page =

—  Press [OK]
Press Page size Paper tray

Book 2-Sided

Enter desired sets
Press [Start]

Odd sized books may require some manual adjustments



Booklets & Magazine Modes

Place all originals in ADF face up, portrait orientation or Landscape orientation
Select [Dup./Combine/Series]

Select [Book]

Select [Magazine] * 1 2 2

4. 1 - Sided for Simplex originals or
5. Magazine 2 - Sided for Duplexed originals

Touch [OK] twice 3 4

Select [Edit/Stamp]

H w0 PE

Select [Centering]

Select [OK]
Select the [Paper size] for output
10. Enter desired number of sets
11. Press [Start]
Optional
Press [Sample Copy] to preview job before running multiple sets

Use [*Booklet] mode for 4 page originals

© 0N O

Use [*Magazine] Mode for 5 or more page originals

11211 3]14]|m,

S0 7]]8




Using the By-pass

1. Open the bypass tray.

2. Place copy paper in tray
Adjust tray paper guides to
fit paper size

QAN
R
Wy
b

AN,

3. On copier panel press the # key

o [Ty papr FOr BaTases [rmy

1 Sat pasy i CPontation

o = .
Adint peper auids with o=
L 1 5 =

4. Press Paper Type, Select
Paper option, Press OK

Sl e L

“Elert the pEer s,

[HP (Treezerercyl Thid: Fepey

T oopy on Postrands, sedect [ Thick Faper|.

ray

5. Press Paper Size
Select the paper size.

Sl Sipe Bapers Tray Lsaga | Car
Reaular Si= istom Sipe
1=17E 1 =150 1185 10 = 5
10 =140 L r ;5 el
=1L Edilr W xIE =] 5
B[] 8 =7 3 =03 e
Y < L % s o

6. Press OK

Cupaes. T Fapsd

Ewpens Tray Leam ] L

S iy paper for Barems Trae

1 “at e i Cionierdation

S TTA ST TR (O
L 508

T
i —

7. Place originals, enter desired number of copies, press START, Press Clear Modes



How to Program a Preset Function

e Mirne

I " 1
Frogram & Defadts

1.0n the initial scanner screen, make the settings you want to
set as default.

2.Press [Program].

3.Press [Program as Defaults].

4.Press [Program].

5.A confirmation screen appears. Press [Yes].

The current settings are set as defaults, and then the initial
screen reappears.

Note:
To restore the initial screen's original default settings, press
[Restore Factory Defaults].

*Default settings for the initial screen can be registered for
normal screens and simplified displays respectively.



You con copy onfo fab stock.

>

—_—

:r " |If
\_}E % \E‘E >

>

Tab stock is fed storfing from the top tab.

1 2

-0

1AL
ol

1.
2.

Chriginals
Tab Stodk

Copies

TAB Copying
{5 Important )

* Bafore using this function, set the tray for tab stock and set the position of the index rab under Paper
Type in User Tools. For details about Paper Type, ses “Tray Paper Seftings”, Metwork and System
Seftings Guide ©.

* Thetab stock can be placed in trays 2 and 3. Set the tab stock with the side to ba copiad facing dawn.
* Whan sefing tab stock, always use the tab sheat holder.

* Tha Duplex function cannot be performad on rab stock. f[1 Sided 2 Sided] is selected, cancel the
safting.

Adjust the back fence

Set tab stock so that it will position so that the tab sheet
be fed from the side without holder will fit the tab stock.

the tab edges first.

To Copy Tabs

Place the Tab Copy Originals in the Document Feeder

Select the Paper Tray containing the Tab Paper (tray 2 or tray 3)
Press START



Using INTERUPT Option

Use the INTERUPT function when you want to interrupt a long copy job, to make urgently needed

copies.
1. Press the [Interrupt] key.

)
Q00 ®

GGBZ{.

The interrupt key indicator lights. The machine stops scanning.

148
el

20380 TED
Bll]) 1117 1117

333

Full S | A Fekes ¢ Filroe ;:,;"* oy

ikl 2 Tiol T abecabbed 1 giibedhComl 2 ki Cirdi & WH

g e

2. Remove the originals that were being copied.
3. Place the originals you want o copy.
4, Press the [Start] key.

The machine starts moking copies.

5. When copying is complete, remove the originals and copies.

0. Press the [Interrupt] key again.

The interrupt key indicator goes of
7. Replace the originals that you were copying, and then press the [Start] key.
Following the instructions on the display.

\

Note

v The previous copy job settings are restored. Simply press e [Start] key to continue copying from
where it left off.




Sample Copy

Use this option to check the copy settings before making a
long copy run.

Place originals

Select any other necessary functions for copy job
Enter number of desire copies

Instead of [START] press [Sample Copy] key

-One set is delivered as a sample

If Sample Copy is acceptable, press [Continue]
-The number of copies made is the number of copies
requested minus the proof copy.

If you press [Suspend] after checking the results, return
to step 1 to adjust the copy settings as necessary.
-Depending on the combination of functions, you may
not be able to change some settings.

You can press [Sample Copy] again or press [Start] to
output the job

Note: This feature can only be used when [sort] is
selected. This feature is not available from the
[Simplified screen].

pe

DEOEOR

0000

999:';} _.
00€ ()|
nw;:;-'

coch copy set con be stopled together.

G-




Job Preset

You can make sefings for the next copy job during copying.

If @ long copy job is in progress and you do not want to wait for it to finish, you can vse this funcfion to set
uvp the next copy job in advance. When the current copy job is finished, the next job will start auromatically.

1. Press [Mew lob] when "Copying...” appears.

New
Job

Full Siz=

| abded T abed Tl Tobed™ 2 abled 1 oidsdhCord Toip 1 ki Careh & s
MEF)
=

2. Be sure message “Ready™ appears, and then make sertings for the next copy job.

2. Place the originals, and then press the [Start] key.

All criginals are scanned.

When the preset job is complete, a job preset confirmation dialog box appears.
4. Press [Exit].

You return to the copy screen.

After the current copy job, the next copy job stars automatically.

B Mote )

= You can switch the display o the current copy job by pressing [To Copying Screen].




Simplified Display

Pressing the Simplified Display button will cause letters and
keys to be displayed at a larger size, making operations
easier.

To access the [Simplified Display]

Press the Simplified Display on the Main Screen

Display s the basic copier functions

Finishing options may be added to this screen for ease of
use. Not all functions are available with this screen.

_l_Jﬂsg ]oqls/Counter Clear M°9§§_ "l_’rogran] i '!ntenuptv =g
L ) o = | M
r Energy Saver _J
— 000 © |O
= cee
Y Sample Copy )

. @Fax Login/Logout
i || — 000 (V
nicating 7

[Recove e | JRLEPMEr | @ @ e
|| [ /& Scanner Enter /_Stan Bllfs‘mg;md
Clear/Stop )
() Other Function @
L ODatain pert )
g.‘ i = — —

OPlease wait.
% Select print mode, then press the Start key.

.(~—‘

[FR

Key color is only available in simplified display mode.

11315 || SVaxtle 100%

Ran
) Sicec Combine 1 Side

ke

6 Ready
Auto Clr Select

Auto Select»

[t Ful S|zeH Auto R/E

1 Sitechs Conbine 2 Sice

(74T

2 Sidec2 Sided

4.~ 10

1 Siceth 2 Sided

Orig. Orientation
[EE

Ve Gt

Lethers and keys ore disploy=d ot o lorger size, moking operafions =osier.

e

 m—— - | wdi | P
Pull S Ao R | s E'-:.xu_m

1 L] el

CERG| [0

Sy - sl | Gk

(8, | (R

* To retum to the inifil display, press he [Zimplifed Display] key ogain,



Accessing Document Server

Commu-
nicating

Receive File

\S

User Tools/Counter

|

- Cony

1) Document Server|

i]:l

CFax

O Printer

]

é, Scanner

Clear/Stop

i

IOther Function

Simplified

@,  Display

=/

Ot 4 et -
== L‘

From Copy Panel — Select Document Server Option

Used for storing documents for easy access, confidential printing etc.



Document Server Usage

<S€l€(t Fle> Documents may be scanned or
Select ) topt, | Printed to Document Server for:
it Thertealls TYDO lb(N)'n ‘ File N l[)a i

Em Qo.ﬁuu !an,oltanwd Aug,IP 3

B ke Nsletter — Aw 12

-Confidential Printing
-Print and Hold

-Sample Printing

- datvis Ml w2 | ~ -Forms printing
| B Mlidd  Anlll 2 -File Merge (different types)

- Sy Eio Hanckk Back Aw. 12 1 -Electronic Distribution
B Ny Eo fontk FrentAw, 12 1

o o D g 12

-HIPPA Compliancy

-Label Printing

l San Oriinal

-Cost Savings

File Name — :
aoo Narcy |




Document Server Displays

Preview document

=
oy

(302 v o cFFLCE cPvome .
[Ba o

=

L.

Thurnbnai ls Type ‘ User Mame | File Mame | Date ‘Page

Details Edit user & file Info

Search by user name

Sept. 09 04:50PM Sept. 09 D4:48PM Sept. 09 D4:47PM

i File Name Date Pags\%‘ File Infarrmation
(o JL o ] o & & A PIEVIEW (COPY0023 seo. 09 11 1]
Display ALl % == F copvoooz Sep. 09| 1 | -
Merual Entry File Management coPyou01 se0. 09 1|
| s [ s [ 7 1 e s n] .
FToRY | [ NEW YORK OFFICE__ [ LONDON OFFICE | COPY00Z3 COPYO002 COPYODOT Delete File Change File Narne
b | eeoworrice | ToRowto oeRIce | | User Narme = = Change Password
| S el Print Specified Page
E || oocriorrice || voksis FacTory |
/‘ File Marme Print one or multiple pages

Search by file name of a stored document

Search by File Name | Scan Original To Printing Screen I H H H H H
1 ]

Enter the file name to search, then press [OK]. Print Specified Page
|I"'|l"| I_i <t SEP Specify pace to print, then press the Start key.
S JO0 LIST 4
EnnDnnnE
ol e e e I e
ﬁﬁmmmmm[ Displays printing options of a
\LI\L/\;/L/\L/\L“L Disp|ays scan options stored file

IJCLCLL' ” H ” H | t File List | | Check Modes |

us Jobr List

11315 ShzxBle

Full Size || Auto Reduce / Enlarce o L

937

1 sided* Corrb 2 arig 1 sided*Cornb 4 oria 1 sided*Cornb 8 orig
2 Sided Cria.

Top to Top ‘-) H

PFile Info
User Narme File Marme

P D3 041D L
@ 117 | 8'%11| 11%17 | Bypass

‘ Edit / Color H Duples/C

[opy
[ttom

Booklet H Magazine ‘




Scan a Job

A e ks gt
® -
Energy Saver J
- 0000 |C
7o) | | D Document Server | 0
\| e v eﬁmpletopy ‘
(orﬁmu-‘ G logivtogout
nicating e@@ @
| o ) O
|Recelve File @ 9 e
|| | &Saner e Staft mg?ed
‘ Clar/Stop )
(S0t Functin @ ‘
| =
L

<Select File>

Select file(s) to prnt.

I Jetterhead Aw. 12| 8 |
" Bee hroa Naws letter A 12| 1 | 8
e | Qihris  AdSlickl as 12l 2 |
_ atar | s A lick2 Agl2l 2|
_ B Narcy Ero Honckk Back Aw. 120 1|
et [ L Enp_Hanckk FretAw. 120 1|
= | Balngy Ewp_tordtk flocs A, 12| 7|

To Document Server

Place document in feeder or on the glass

Press [Document Server]
Press [Scan Original]
Select any appropriate document options

Touch [User Name] enter your name or select from
list - optional

Touch [File Name] delete the default name and
enter new document name using keyboard

Touch [Password] enter a password for your
document if required - optional

Press [OK] after each entry
Press [Start]
Document is stored

Continue the above process for each additional document you wish to store

Shows a list view of documents stored in Document Server. You can also view documents in the thumbnail view to see the first page of the document stored.



Print a Job From Document Server

[ ’ 1> Document Server? ) Press [Document Server]

Select the document you wish to print

__<Select_FiLe>

Sele

List  Thurbralls RIS | User Mame | File Name | Date | Paue P ress [St art]

Qe COPYONZ3 Sep, 09 1
| IR To [Sort], [Staple] or add any additional print
| D COPY0001 Sep 09| 1| option S

n FH Press the [to Printing Screen]

Select any appropriate feature
Enter the number of desired copies

Scan Oriinal

Note:
L] N
| || H H H | If document is password protected a password is required
-~ before a document can be accessed
Full Size | Auto Reduce / Enlarse || L0577 || S5 932

If only asingle copy of the document is required with no
finishing options, press [Start)

1 =ided*Comb 2 arig 1 zided*Comb & orig 1 =ided®* Cormb S orig

gl MO0

-File Info COPY0003
User Marme File Marme
Continue the above process for each additional document you wish to Print.

Edit / Color Duplex/Col Multiple files may be selected to be printed. If you select multiple files and
press the to printing screen, files will be merged. This action vary from
System Status Job List machine to machine.

Crea

Document is Printed

Shows a list view of documents stored in Document Server. You can also view documents in the thumbnail view to see the first page of the document stored.



Delete a Job From Document Server

Delete File

] 1> Document ServerT )

Sy

Press [Document Server]

<Select File> Select the document you wish to delete

Select filefs) to print.

Twe | Userame | Filehame | Date : Press [File Management)
Press [Delete File]
Confirm deletion [Yes]
File is deleted

Sept, 03 04:50PM Sept, 09 Dh4EPM Sept, 09 DAdTem | §

Display All

Note:
If document is password protected a password is
required before document can be accessed

(OPY0023 (OFY0002 CORY0O01 Delete File

User Narre

File Name
Continue the above process for each additional document you
wish to Delete. Multiple documents may be selected to be deleted.

Scan Original

SR 9,008

Systen Status || Jon Lis e

Shows a list view of documents stored in Document Server. You can also view documents in the thumbnail view to see the first page of the document stored.



Printing
How to Print Documents from vour PC

st rOn Horne - Microsolt Internet Explarer
Be (& Yew Faetes Lok teb
vt - 5 - Q5 4| Dsewch (ilfovortes Primary | BN O BN - o)

Adress () 10t oo et pet P BAGE=trn

Solutions  Support __AboutUs | Directory  Hembers

PRIN TER%U

« Internet Printing

PrioRerOn ges you &
way to doliver printed
ume

nd pmple. Pret to
home, customars o

 PUbAC location such as & hotel BNew to P

or copy shop. See how & mork Doy

VI IR R Y Y
an POA with wraiess attachment handiing features
Find 0t hare, o try one of 0ur wireless soluton free trials.

T S i)

PrinterOn Eavoy Server

Try Printeron Wi

orovide stachment handiing
sehutions to your mobde y
workforce. Downlosd Envoy , attachments
04 9ot your Service Plans web oages. Eree Trial,
now. Lree Yoial

Priot Simpiy Anywhere




Printing a Document

Print L0l
Printsr
Name: 0 SP C420DN/CLP131DN/LP331en (XPS) B | Properties
Status: Ide

Find Printer...

Type: RICOH Aficio SP C4200N (XPS) (Fing Prver.. ]
Where: usBo02 [T Print to file
Comment: [} Manual duplex.
Pag: range CUDICS
@ al Number of copies: i =
) Current page '

©) Pages: J
Enter page numbcr" and/or page ranges
separated by commas. For example, 1,3,5-12

[¥@] collate

s]
]

Print what: |Document E] 25008
Pages per sheat:
Print: | All pages in range E] Cnein 1poge
Scale to paper size: |No Scaling
| Optons... [ oK

) (Co )

Open your document to Print
Select [File>Print]

Select the Ricoh Print driver
Enter desired number of copiers
Press [OK]

€ RICOH Aficio MP 2550 PCL 6 Properties [2)%]
Setp Paper | Print Quality | Valid Access | Watermarks |
[_ Job Type: Copies ‘
E @ [Momal Print v| [1 <
Onentation:
[E Portrait v [JRotate by 180 degrees
Class#fication Code: ~ Lok
R 1 Page per Sheet v @
Paper Size:
Letter (85" x11%) —)
'2‘” Tray Select R| Ve
o Tray Sel g
Plain & Recycled S Duplex ‘
O = .
Settings o v Q)
S |
% i1 [¥] Ignore Application Collate
Loxd " Staple: Punch
E] ot v El @ /o v

Colos/ Black and White:

q Colot v

[ About... ] [ Restore Defaults

[ ok || cancel |[ Hep

To add any finishing options to the document
Open your document to Print

Select [File>Print)

Select the Ricoh Print driver
[Staple, hole punch or duplex]
Press [Properties]

Select the desired finishing option

Press [OK] repeatedly to print




Printing To

Open your document to Print
Select [File>Print]

Select the Ricoh Print driver
Press [Properties]

At [Job Type] open the drop down window
and choose [Document Server]

Press [OK]
Press [Details]
Enter user Information:

Document Server

%" RICOH Aficio MP C2550 PCL 6 Properties

Setup |F'a|:|er Print Quality Valm

Job Type:

e

Mormal Print

Sample Print
Locked Print

Hold Print

Stared Print

Stored Frint [Shared]

BN Stare and Print
Classification Code: =l Store and Print [Shared)
= ocument Server
Faper Size:
Letter (85"« 11"
Input; 8 |E| @
Auto Tray Select
Plain & Recycled Z Duples:
Ml ke ke —
Settings | oif b |®

Save...

Ignore Application Collate

. . teetl ¢ Staple: Punch:
User ID (if applicable) or leave blank [&] |Sff v [r] ®lon 3
. Color/ Black and W hite:
File Name <
Password (if applicable)
User Name About... ] [ Restore Defaults ]
Press [OK] repeatedly to print ot J [ cooa J [ e
— Job Type:
@ B Locked Prrt |
Detads... (]
— 21X
';i::i::j j B e
- ] C—
Save, 83 ¥ Igrone Applcation Colte.
—ee IR [ 3R] B gl =
q E:::EMMW: q c:::nmwma.v
Abo. | RestoeDelmas | About | Restore Defouts |
o] _oma | W | | Holp |




Printer Properties

Job Type
20 2
s :
Setup | Paper | Print Quaky | Vald Access | Watemarks | 0 | Pape | Pk Qusky | Vi Access | Wotemarks |
| I Cops:
T LY Copes:
E (B[ Noumal Per = I = e F I &
Detatr. | | “‘g
Onentabon T
e ———
@ |Portiat =] I Roted F"*H\E_
Paper Sge - E
Cpucne = @ |1 Page pat Sheet X OF ot Leftes (85" % 11")
.5:1'.“'”’”' =l oo R
mlwsm« R ‘9"‘";‘“ Siirs Dt Ll g::mysm ﬂ -é)|v ight, then Down ;]
Out Duplex: Output = Duplex: y
Pt Dot =l a [on <] OF honpesiions Printes Detauk =~ E (o ] OF Horfediciont
Sae I Si ¥ Ignore Appkcation Coliste Save... I I Ignoee Appkcation Collate
Staple: Punch
ol Staghe Punch Losd. ]
—=t 1I[R] o 3 [r] g '[R] or = (R] for 2
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. . . . . . . . Job Type:
Locked Print: Temporarily holds print jobs in the memory until a valid password is entered at the control @ [ Cocked P =
panel. Files are automatically deleted from the system HDD after printing.

Hold Print: Temporarily holds multiple print files in the memory until selected. Does not require the user to

enter a password.

Sample Print: Outputs the first set of a multiple-set print job so that output settings can be checked for

accuracy prior to printing the entire job.

Stored Print/Store and Print: Identical in functionality to Hold Print, except files are not immediately deleted
after printing. Store and Print enables users to print files immediately while simultaneously storing data. 4-8

digit password is optional.

Document Server: Sends files directly to the document server for storage and printing at a later date.




Accessing Confidential Documents

Press Printer to access
the list of stored files from
your computer as listed
on right:-

Print Jobs
Select job(s).

ALl Jobs e

(38 Trimborn Aug. 21 02:30M | ==

| JobsPerUser® | (3@ Mitrione |Au, 21 02:20M | %o

\16 Hinter Aug. 21 02:1§PM *%3

Comeletelist
B | Mitrione Aug. 21 01:460M | Nev
| Locked Print Job List | |
B | Mitrione |Aug, 21 01:43PM | Prc
(& Sample Print Job List | | . —_—
[ | Trinborn |Aua. 21 01:43M | Bu
1 Hold Print Job List
| Stored Print kb List

| Details




Retrieving Confidential Document at Copier

Printer must be online to be
able to submit work via
desktop

Main Display

N~ —
ECffline

Job Reset

P-Paper Tray Status
T 2= 3 L2
A4 BS A3 A4

Print Jobs Error Log

System Status

Print Jobs Print Jobs List

18 JUN 2007
14:22

Select job(s).

AlL Jobs User ID Date / Time File Name

l 18 003 02 Mar. 16:20 | sseexxxxxssssssxx

Selected: 1

Select All Jobs

Kbs PerUser D | [F@1 002 02 Mar. 16:20. | semeemeessenes

T ——————— l 18 001 02 Mar. 16:20 | ssexxxxxxssssssex
Complete List

|
|
|

[8) Sample Print Job List
3 Stored Print Job List

Clear All

Delete

18 JUN 2007

16:24

At Copier Panel

Press [Printer]

Press [Print Jobs]

Select the [Locked Print Job List]
Select the job you want to print
Press [Print] enter password
Press [Start]

Document will print and erase!

Note: You cannot makes changes or reprint this job.

@ Enter the password with the Number keys,
then press [OK]. If you submitted
your print job via
the “locked Print”
feature, you will
now be prompted
for your password.

Highlight
file and
select

print.

System Status || Job List



Scanning Documents

U Tounter

— R R _ (lear Modes Interrupt e
(D 7] || oo

Energy Saver | (MDA

0000 ()

000....

it

Wy

) Docment Senver

1

— Login/Logout
: F
commu. 7. ax i e 9 9
nicating |
' \Priter |
Recelve Fle | | &

g

\
|| Scanner | £, Scanner '

ey o Display

@ @ o Start | Simplifed

Clear/Stop

From Copier Panel, Select Scanner — Place the documents to be scanned
in the Document Feeder or on the Platen Glass and Select the
appropriate options for your Documents where necessary.

i

®)0ther Function




Check file status.

Scanner Display Panel

Select tabs to switch between
email and folder scan
destinations.

“ Store File ” “ Scanned Files Status | | Check Modes
BataTe Search Dest, § Delivery Dest. Preview
Set resolution, scan size & W, N({100%
scan type.
| Emal \[Folder
JSeLe:Z;T::jpe [ Resotion \[ snsize \[] E-rrail. Addre q
[Black & white T‘extHB&W Toxt / Line ATt ||_B & W: Tt / Poto_| Prg. Dest.
Scan Settings | :
— ‘ Rea. Mo, ‘Manual Entry| For manual emailentry | To H Cc H\BQ ‘
] <« Jtuto Density| B | [Frequent | 4B | 0 | EF | oH | 1k | L | opo | RsT | uv | xYZ ||chance TitleN o
=Sl [{o00ic)aw | C0o0o3) Lo0004] [00005] D] Lo0007] Program email destinations into
. . Branch BERLIN OFF ||LONDOW OFF |[NEW YORK O||TORONTO OF ||PARIS OFFI one touch buttons. Groups and
One or two sided original. Original. Feed Tupe (RICR] ICF ICE FFICE FICE CE individual addresses can be
: [00008] Looai1] Cooon1] [00009] Lo0013] Lo0015] programmed.
Ser File Type / Name | IDETROIT FA||LOS ANGELE||ABCD COMPA| SAN FRANCI |Administral||TOKYO OFFI
Set file types between multi 7 CTORY 5 FACT MY SCO OF tor CE v
and single page PDF, TIFF
and JPEG* Select Stored File Text Subject Security Sender Name || Recept. Notice
Se:ject file stored in the Add email message. Add security features to document Set up notification when
ocument server. . : . -
i.e. encryption & signature. your email is opened.
Add subject heading. Set sender from list of

registered users.

* JPEG scanning in single page mode only.



N =

ok

How to Scan

| Store File i”lScanedFilesSmms)H

'Ready

Sl Document Eiciency RIGOE"

Place originals in Feeder or on Glass Platen

Select desired destination[s] e-mail or Folder Tab

Select any additional document enhancements

Select [Scan Settings], select original document Type, Press [OK]
Press [Resolution] select desired resolution, Press [OK]

Press [Scan Size] select document size or [Mixed size], Press [OK]
Press [Original Feed Type] if originals are [2 sided or Duplexed]
Select original orientation — if applicable

oA ONE

platen, press the # key after last page is scanned
Press [File Name/Type] Name your document and select [File Type] if necessary
Press [Start]

Select [Batch] if feeding from feeder and glass or originals exceed document feeder limits.

If using the glass



Scan Settings File Type and File Name

Flect item,

Sean Settings
Single Page
TS\ Redutn \| smSee \|  Et Wi

Select Scan Type.

ok & ite:Tt] (88 Wt/ et 8 T/ oo [tk e | |
Gay Scale | ‘

N Tt T o)l Colr: sy o)

PMilt-sage =
| e |

P Start No.
File Name

Document Efficiency I‘H@@ﬂ{'

At Work”

RIGaE

AtWork”

User selectable options may be changed prior to scanning for
better document output

@



File Type and File Name

i Set oridiral and specity dastination.

. File Name / Type
r~ i
»-Multi-page

[ TIFF jl PDF '] " : m— ﬁ_ n

'KON Document Efficiency I‘D@@I}D@

At Work™



Scanning Options

Change File Type based on
Document Type Drop out Color from Documents

) Reaoy

MEaom mliescly o

il K / T \ Yooou Coly
NS e { elect the oo towae,
| 3 d.n'q.;c Wik Hla y . - —
1k | e ST T T
P W clos oo bo B ey
f e | @ @ @J Bm W

LSRR by 0003 (it

—t e

St Nore




Viewing the Job at your Desktop

Email with Subject, File name and

& Printer settings.

| Ele Edit Yiew Tools Message Help

|2
g & w8 | = X |0 O|w
Reply Reply All  Forward Print Delete Previous Next add Subject entered at MFP =]
From: 1

Thursday, March 29, 2007 2:05 PM
stul@ricoh.local

Attached file named

This E-mail was sent from "RNPA8FD44" (Aficio MP C3000).
Scan Date: 03.29.2007 13:05:11 {-0500)

Steve, please see the attached sheet for printer settings. Frank

Message added to email

'KON Document Efficiency
At Work.™

RIGCOR"




Faxing Documents From Copier

User Tools/Counter - . _____ Clear Modes Program Interrupt &
— : . - . ¥ ‘ - ain
g On

2 rox | Login/Logout
g (L
Receive File

m Simplified

@ | Display

—

(@ 0erfrctn ) n &
Dhatal 4 Alert ' '
L | P J

(i @Facsimile .




Select Stored Fax Destination(s) or enter a New Destination using the
Numeric Key Pad on Right Side of Copier

Use to Store a FAX Destination

o : : s _ \\
PO | ra [t ro\ e

Auto Detect nﬁl ecent___| | Select Lin_E__| | Tone j| Pause HDn Hunk‘ |Immed. T}{|

( Scan Settinas | G3 _ EF || o4 | 13k || v || opa [{ RST || uww || xvZ ||change Titie]

Rea. No, [Menwel Enry  Recent |[toooosss  |[toooosdss |[Coooosdsip |[Koooordwzz |
- F{[NEW YORK O||LONDON OFF || TORONTO OF ||PARIS OFFI 1/2
Frequent  2E Nl EF (H 11K FFICE ICE IFICE CE _
1 Sided Criciral B3 [ 0001 4] S [O008T) HIZ3 Caa005d c3 Eo Loooo1dsip  |[Co0009) 63 |Cooo02) n3s | i_[uunis_]ss ________
il bt Branch BERLIM OFF [NEW YORK O/ LON F[ABCD COMPA ||SAN FRANCI || YOKOHAMA 0|/ TOKYO OFFI
Original Feed Type [R]HD ICE FFICE [CH WY SCO OF FFICE IICE i
— ] [II_I.JIIH]l:.S [IIII!III]E] [:.'III_III':]‘:IFl [
File Type DETROIT FA|LOS ANGELE |ABCD COMPA|SAN e Status | RXFileStatus [l SenderNeme [f  TX Mode
_ CTORY 5 FACT WY S
Cochorm Sdat o ! PRy R s =
hd Ege o il T8 Eilm g s B i System STars | Job List:

Users can send single document to one or more users simultaneously. Use
The Original Feed type to select 2 sided when originals are 2 sided and copier
Will scan and send both sides. When Networked, users have the option of
Installing the LAN fax driver for faxing documents from the desktop with fax
Covers and other options. Confirmations can print automatically, selectively,
for errors only or off.




Enhanced Fax Capabilities

m Cover Sheet Editor: Users can create personalized fax cover sheets that may contain the company logo, slogan,
To, From, and Comments areas. Cover sheets can be edited and saved to users’ PCs as a fixed form.

m Address Book Import/Export: Data can be extracted from or poured into other LAN-Fax drivers. This removes
customer resistance to switching from existing LAN-Fax solutions to Ricoh’s, as the primary task of manually
re-entering address book entries is now automated.

m Transmission Status: Transmission results can be checked via SmartDeviceMonitor or Web Image Monitor, so
users are assured faxes reached their destination.

m Preview: Users can check how the document will appear on paper directly from the LAN-Fax driver.

m Duplex Printing: Inbound fax documents can be printed on both sides of paper from the LAN-Fax driver, saving
paper.

m Simultaneous Save: Users can save the fax document as a TIFF file directly to a designated folder on their PC
while the system is sending the fax in one operation.

m Wireless Faxing: If the Aficio MP 6001/MP 7001/MP 8001/MP 9001 Series is connected to the network via the
Wireless LAN option, faxing from the desktop can still be performed.

m Fax Forwarding via Email: In addition to the inbound paperless fax to SAF/HDD, the Aficio MP 6001/MP 7001/
MP 8001/MP 9001 Series’ have the ability to forward all incoming faxes directly to an administrator’'s email
address or folder, or you can program the Aficio MP 6001/MP 7001/MP 8001/MP 9001 Series to forward faxes

from specific senders directly to designated receivers. Fax users can receive fax documents anywhere, anytime,
as long as a PC and Internet infrastructure are available.

Note: To enable LAN Fax capability, the Printer/Scanner Unit Type 9001 must be installed (standard on SP
models) in addition to the

Fax Option Type 9001. LAN Fax software is available with the Printer/Scanner Unit Type 9001 and standard with
the SP versions of the

main units.



