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Media Slots uss & sb card)

Printing from Memory Storage Device

n Print/Scan (Memory Storage Device)

Ga 259@ ak@

Pr l & an (m' Print from Storage Device Scan to Storage Device
Print the data in the Scan the original and save the data

<« Print from Storage Device

tm” W“ e‘ — f— Check Status &
Check Status h=) a~ s @ Stop
1. Select PrintScan (Memory Storage Device) You can select to move up a level
from the Home Screen Thumbnail View or List View
Select Print from Storage Device You can also preview the document.

Select the USB

Select the file you want to print. If itisin a —

folder, select that folder then select the A e e -
document. You can print TIFF, JPG or PDF. v
5. After you select the document to print you can
adjust the Print Settings. You will see most of o o S m—
the options that are available if you were 4504 Anajet tshirts LOSTDIR 1

Pown

- |

Preview

AN

o

making a copy.

When you are ready, press Start. @
BEFORE YOU REMOVE THE USB: Press
the USB icon at the bottom of the display, Check Status L)
select the memory storage device. If there is
only one itwill already be selected and press
OK. You should see a message that it is safe
to remove it.

~

You can press selected
to see a list of files that
you have ready to print.

4 Printer Select File Print Settings 2 Reset

Full Color Reduce/Entarge Quantity Preview

o 100% 1

Resolution

o Select the memory storage device to remove.

— e
2w 1
6000pi 3 W
(Standard) 4 AUto
Lo @ USB Memory
2 Sided Staple Sort/Stack
S
e
&
. : -

Check Status.

Check Status |

5 Print Settings

< Printer Select File Print Settings o st
o Auto
e Th Frevie The following memory storage device can be removed
2Sided Staple ort/Stacl safely.
"“ Selected i USB Memory

Punch Combine Book

Check Status.

Check Status
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Media Slots (uss & sb card)

Scanning to Memory Storage Device

n Print/Scan (Memory Storage Device)

ﬁa 2!{@ aK@

P' l & an ( w' Print from Storage Device Scan to Storage Device
Print the data in the Scan the original and save the data
t m m ‘ storage device. in the storage device

<« Print from Storage Device

Check Status o @a s @ Stop

1. Select PrintScan (Memory Storage Device) You can select to move up a level

from the Home Screen Thumbnail View or List View
2. Select Scan to Storage Device You can also preview the document.
3. Select the USB
4. Select the Storage Location.

R . € Scanner Storage Location Scan Settings 4 Reset

5. Select Scan Settings. You will be able to select |— — o~

the same scan settings as if you were v T = prve

scanning to email or folder. 4 Srateen
6. When you are ready, press Start. B B B

7. BEFORE YOU REMOVE THE USB: Press the 4504 Anajet ttirts LOSTDIR e
USB icon at the bottom of the display, ~
select the memory storage device. If there is @
only one itwill already be selected and press el oo Tl e
OK. You should see a message that it is safe L .
to remove it.

4 Scanner Storage Location Scan Settings 2 Reset
Black & White File Type Resolution Previen
i .
& = 200dpi | s
X1/ Ling AF POF (Multi} .
Select the memory storage device to remove,
Original Settings 'Scan Size File Name
r__j Auto Detect Auto Available Size :
(Same Size) 726923MB
1 Sided Origin @ U8 emory
Density Original Orientation Reduce / Enlarge @
0
M <R] 100%
Check Status |2 b~ @« ; -] Stop
5 scan seti
Check Status (2
[
« [Sznner Storage Location Scan Settings 2 Reset
“RJ 100%
]| o . P
uum e e Frevien The following memory storage device can be removed
Strg Ltion -
Erase Center/Border / safely.
Batch SADF -
g USB Memory
Hat set Avallable Size :
726923MB
Check Status
Check Status
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. RI H
._ Smart Operation Panel imagig_gnge.

This new control panel offers smartphone-like tap, pinch and flick operability and is equipped with its
own integrated USB/SD Card slots.

Tap to start app.

/ Tap to watch How-to-Videos

Note: How-To-Videos can also

08, Doy admins oserstion, tanhere  , 7 Login ( .
be seen at ricoh-
usa.com/support.
— - PP
Copy Scanner Fax Document Server

g El -
Quick Print Release U/Scan Prin: Cloud Aops
lum“

OB10112019

Tap to open window

/ "Lf'/?n' /F =N l l I "
(O35148pM v wil W« [[] €« ofinstalled apps.

Check Status (o

& Joseph Patrick Mauer.

The main screen is the Home screen.

4 Quick Copier Select which function you need from the
i home screen. Pressing the will
| @ None return you to the Home screen.

@ - .0
1Si - ided

O e (1?opslz|) B(:nmn) _)Q
2Sided — 2 Sided

O (Topltosop) (Tnpltofop) @ 2 @

The Human Detection Sensor is located on the right side
of the machine, and allows RICOH MFPs to be ready to
work instantly when you approach.




. Copy (Standard Screen)

RICOH

imagine. change.

. (]
Black & White .t.t.

Full Color

o0
.

o

e

Auto Select

Tap to select Black & White — if you want to copy a color original in B&W if color is
not necessary. Use Full Color when copying color originals that are small.

Auto Color — This is the best option to make color copies, especially if you have
originals where some are B&W and some are color.

100%
3% "
155% afe s
93%

Others

Reduce/Enlarge - 3 preset
ratios, by selecting others you
can see more reduce/enlarge
options.

Reduce/Enlarge

e 100%

To change the number of copies
press the + or —in Quantity or
tap the center of the button to
get a number pad.

Tap Density to lighten or darken
the copy.

Reset

4

Quantity
‘I -

=+

Density

BILTTT]

SN
CEEEC

Select Tray

Auto

2 Sided/Combine

Check Status

Sort/Stack

Staple

Preview changes
according to the
settings you make.

2SieaCaiins I
nnnnnnnnn g

= x ———
nnnnnnnnnnn o e Seting

@1 Sided

() 0pen to Right/Left

(D)2 Sided(Dpen 10 Top)

 Sort/Stack
@ v —
) st
O stak

e
WA | W

q), || @

() Ratate Sort

Check Status

Select if your original is one or two
sided and then select if you want your
copy to be one or two sided.
Combine Settings — select how many
originals you want reduced and
combined onto one page.

Sort— Copies are assembled as sets
in sequential order

Stack - puts all page 1’s then page 2’s,
etc together.

Rotate Sort - Every other copy set is
rotated by 90 degrees

Staple — Select
where you want
the staple placed

- M =

By tapping on Select
Tray you will be able to
choose the paper tray
you want to use. When
you select Bypass you
will be able to select the
paper size and type of
paper you will be placing
in the Bypass tray.
(Detailed instructions on
next page.)




. Copy (Full Screen)

RICOH
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Y Tap to select Black & White — if you want to copy a color original in B&W if color is
= not necessary. Use Full Color when copying color originals that are small.
S e*L 1 Auto Color — This is the best option to make color copies, especially if you have
prosect A2 originals where some are B&W and some are color.
LT
100% Reduce/Enlarge - 3 preset To change the number of copies
7% | ratios, by selecting others you press Quantity or tap the
155% a5 can see more reduce/emarge center of the button to get a
93% options. number pad.
Tap Density to lighten or darken
& Qpy e et the copy.
Y Tl 7Ty TP T T
€| d Full Coor " \\ A —
] TR & Preview changes
A e _ according to the
o NN 112 e ll;;m—».".on o e Set“ngs you make
TextPhoto ¥ o "
:’:‘ e Sort Stigke: o] Staple: Bottom |
Onginat Settng frishing a1/ Celor

Check S

1 2009
1 A

{atus

() Open to Right/Left

OapentoTop

Check Status

 Sort/Stack
(@) tone:
) st
O stak

() Ratate Sort

Check Status

() 0pen to Right/Left apagn

(D)2 Sited(Open to Tep) AP

Lee
W |l o

@ || @

Select if your original is one or two
sided and then select if you want your
copy to be one or two sided.
Combine Settings — select how many
originals you want reduced and
combined onto one page.

Sort— Copies are assembled as sets
in sequential order

Stack - puts all page 1’s then page 2’s,
etc together.

Rotate Sort - Every other copy set is

rotated by 90 degrees
Staple — Selek

where you want
the staple placed

By tapping on Select
Tray you will be able to
choose the paper tray
you want to use. When
you select Bypass you
will be able to select the
paper size and type of
paper you will be placing
in the Bypass tray.
(Detailed instructions on
next page.)

L4 in 0 5 . , B
\ llh-ﬁﬂ'll-ﬂ ::&c*hﬁu m-;f.-.mbhu 3
] 2 r i ]
- Shortcuts

Sart Stople: Tow | Stple: Battom |
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. Copy — Bypass Tray RICOH

How to use the Bypass Tray

Touch Select Tray Touch Bypass
@ o - < Paper Tray % Reset
Black & White Reduce/Enlar Quantity & Auto Paper Select m i
e -— Wl Bypass o a -_ .
" 100% 1 + H 8nx1 [Py j —
Density 1w elect Tray 12x18 =1
(T E E Auto HBuxs G
T U A zx18 g )
2 Sided/Combine Sort/Stack Staple @ 8ux1 D EJ : Not for Auto Paper Select
Check Status < @ = 8 © Stop ChedcStatus :
=Auto Detect After you select the paper size, Select the Paper Type and Touch
=Regular Size will give you a list touch the Next arrow to select the the Next arrow
of paper sizes to choose from Paper Type. Touch the Next
=Custom Size - arrow.....
P Paper Sie ® © 0 O N o O Regular Size ® 0 o x o ® © Faper Type o o x
F“::Tp::uwsﬁs " ® 12118 =R = (@) Follow to System Setting
® Ao vetect - 81511 U O nxs Z Qs = © reccs
(©) Reguiar size > < QO suxisn =z O suxis o] > < © co i )
O Custom Size Mext Batk. O e . O . - Next Back. O _ ext
QO suxn O suxis = i
Select the Paper Thickness and touch the o _ _
Next Arrow If necessary set Original Paper Orientation
o ® € 0O Paper Thickness 5] X QO ®@ ©® O © setoriginal/PprDirection
Set the print side of original and paper as follows.
O Thin Paper

Setting Originals Setting Paper on Bypass Tray

© Plain Paper 1 60 - 74 gim.
< ) < =

@ Plain Paper 2 75~ 81g/m2

Back Next Back

(© Middle Thick e ‘Align the paper guide to the paper.

Auto Doc. Feeder Exposure Glass
Check Status <5) ) = -] Stop

Check Status



Copy RICOH

Punch, Original Size, Original Type and Batch ~ 'Magine. change.

Scroll down on the copy screen to see more options. L
@ Copy 4 Reset
Punch — some finishers have the ability to punch o)
holes. Select Punch to choose the location of the 2 sideniComtine sorvstack e —
punch holes. —
off off off [—
< _[pndy G Punch Original Size Original Type
® e ol = — Auto £
O et 3] / off Text/Photo AN
() Three Holes Left E
Batch Other Settings
O T3 [
(Check Status h=] = : e Stop
- Check Status
& Original Size 2 Resat < Original Size % Reser .. L.
o - o - ry Original Type - Select the original
Auto Detect - Nx17 el (O nxs o . .
@ = = type that is appropriate for you
© Hessins = O mixie | @ sixs . original.
© Regular size © suxn 1 O sexn feal
© custom size @ O rexion 1 QO rxion a @ e ongmaTye 2 e
O suxsn 1 O sexsn a Tt _ o
Check Status “ a = B @ Stop (Check Status =) @ = [-] Stop O.. riginals contaning mostly tex E P—
. . - - @ :ﬁﬁ{:l':rnxwi\smnﬁnmwn and photos. |:_IIA > e
Original Size — Auto uses the paper size sensors to match the copy - .
with the original. Selecting Original Size will let you select Mixed =
. - P . . . Gener; =
Sizes if your originals are different sizes, Regular Size to choose ® e e ' @
from a list of paper sizes, Custom Size to enter the dimensions, then B e e
you check the Original Orientation if necessary
(1) Custom Size @ (Check Doc Orientation X (1] Custom Size @ Check Doc Orientation X hall 2 L o =
I width or length is less th ize for ADF then set. giass. To find out If you set the original on the exposure glass, reverse the original e
the minimum size tha can be set in the aulb document feeder, refer (o the user manual e O Do s i oty [aal ==
X
TS x i < S J— d O ST+ E
v Y inch b T:_ "‘ H P OW e E]
i (S} RA— 7] @
Check Status © @ = @ stop Check Status © @ = e  stp e - :
@ Copy 2 Reset
2 Sided/Combine Sort/Stack Staple g
You can divide an original that —
has many pages and scan itin ort ort oft =
Sma"er batChES Wh'le COpyIng |t Punch Original Size Original Type
as a single document. To do this, Auto Em
place several pages of the ot Text/Photo
original inthe ADF. \
Batch Other Settings
Check Status “ A = 8 @ Stop




Copy - Other Settings RICOH

- : imagine. change.
Series and Book (Booklet & Magazine) 9 g
.
Onthe Copy screen scroll down & Other Settings P -
and select Other Settings —
Series Book Spread 2 Sided L L
& P— —
2 Sided/Combine Sorustack Staple Q Not Set Not Set Not Set —
off off off % Fold: Print Inside Stamp Unauth. Copy Prev.
Auto EW|
o T a ) Not Set Not Set Not Set
Batch Othr Settings Margin Adjustment Erase Center/Border Erase Color
Check Status 8
Check Status o Y = g @ Stop

Use Series to take two sided originals and make them one sided. You can also lay a book or magazine
1 on the glass and copy the two facing pages of a bound original onto two sheets.

Select which way you have to turn your original over to read it (Opento Right/Left or Open to Top) or
Book for facing pages of a bound original. Select OK and press Start.

[ TS [

[«
Series Cancel “ Series Cancel “ Series cncel |
Original Copy Original Copy Original Copy

1 1
2 — > |2 >
2
(® open to Right/Left @) 15ided () open to Right/Left @ 15ided () open toRight/Left @ 15ided
(O opentaTop ® OpentoTop (© opentaTop
© Book O Baok @® Book
Check Status h=) & = e @ Stop Check Status = a = @ Stop Check Status =) @ E @ Stop

Book: Booklet - Copies four 1-sided originals or two 2-sided original in page order for a folded booklet.
Magazine - Copies two or more one-sided originals or two-sided originals to make copies in page order
when they are folded and stacked.

0 @ s © w0 G For both Booklet and Magazine select if
— o your original is one or two sided. Select
2 i -~ Booklet or Magazine and press Next to
@ 150 @ s < : ® v G selectif you would like 2, 4 or 8 pages
g:::j:m O vemie "B soEE e combined onto a single page of the
- R Booklet or Magazine. (If you do not want

Check Status

to combine more than one original on a
page justleave it setto off.) Press Ok

and Start.
7 O oft
4 132
152 ® 2Pages q
@ 15ided ) Baaket > < (O aPages
() Open toRightsLeft (@) wagazine - e
() opentoTop 8 = O arams

Check Status ) A = ® Sty Check Status &) A = ® Stop



RICOH
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Copy — Other Settings

Spread 2 Sided and Half Fold

3

Lay a book or magazine on the
glass and copy the two facing
pages of a bound original onto a

two sided copy.

Select which way you want to turn your
copy over to read it, select Ok and Start.
Spread 2 Sided cncel |

Copy

(®) Open to Right/Left

O 2 Sided(Open to Top)

Bl

Reset

>

Other Settings

Series

Not Set

Book

Not Set

Spread 2 Sided

Not Set

Fold: Print Inside

Not Set

Stamp

Not Set

Unauth. Copy Prev.

Not Set

C

Margin Adjustment

heck Status

Erase Center/Border

5Y

Erase Color

Check Status

Applies a single, central fold to create two equal panels. Copies are printed on the outside of the

folded sheet of paper.

‘

Fold in Center cncel | [INCTRN
Print Side
®) outsie
4. |Q
Fold Repeatedly
Check Status “© @ = 8 @ Stop
CJ
Fold in Center Cancel “
Print Side
®) outsice
4, Q8
" Fold Repeatedly

=

[A/
\B\

To fold multiple sheets together, select Fold

/ Repeatedly.

NOTE: If [Half Fold: Multi-sheet fold (Finisher Booklet
Tray)] is specified and the number of sheets specified
to be folded exceeds the maximum folding number,
the machine first folds the maximum number of

—_

CNTTHE

e (o

Il
o

Check Status @ Stop

HALF FOLD WHEN PRINTING:

sheets that can be folded together, and then it folds
the remaining sheets. Up to 5 sheets can be folded at
atime.

Select the position for folding printed documents in half in the printer driver. When [Half Fold: Print Outside
(Finisher Booklet Tray)] is specified, each piece of printed paper is folded in half with the printed side facing

outside, and it is output to the finisher booklet tray.

When [Half Fold: Multi-sheet fold (Finisher Booklet Tray)]

is specified, the printed paper is folded in half with the printed side facing outside, and it is stacked onto the

finisher booklet tray.



Copy — Other Settings

Stamp (Background Numbering & Preset Stamp)

RICOH

imagine. change.

< Other Settings

Series

Not Set

Book

Not Set

Fold: Print Inside

Not Set

Stamp

% Reset € Stamp 4 Reset
Spread 2 Sided oo m ) L1
Background Numbering
L - -_ -
Notset ‘* F Preset Stamp 2
Unauth. Copy Prev.
.

-

Not Set

Not Set

Margin Adjustment

Check Status

Check Status

Stamp Type
Stamp Sire
Density
print Page

4 Stamp Colar

€ Stamp Type

@ com
(©) uRgENT
() PRIORITY

(O For Your info.

() PREUMNARY
Check Status

< Stamp Type

() PRELIMINARY
(O For Intemal Use Only

© conmommaL

© orarr

Check Status

Erase Center/Border

P

Start Number of Stamp 1

Stamp Color

Erase Color

B Date Stamp
|;—,;h Page Numbering

Check Status

Stop

1 Use this function to have numbers printed on the background of copies. If
this function is used in conjunction with Sort, the same numbers are printed
on each set of copies, helping you keep track of confidential documents.

2 The following eight messages are available for Preset Stamp:
"COPY", "URGENT", "PRIORITY", "For Your Info.", "PRELIMINARY", "For Internal Use
Only", "CONFIDENTIAL", "DRAFT"

Scroll down on the Copy screen, select Other Settings, select Stamp, then select
Preset Stamp.

Select the Stamp Position

Select Stamp Type to see a list of available messages and select the one you want.
Press the Back arrow in the top left of the display " swm

Select Stamp Size, Press the Back arrow. « smese

Select Density, Solid or Lighter and Lightest which is like a watermark in the
background. Press the Back arrow!« sy

Select Print Page to choose if you want the stamp on the first page or all pages.
Press the Back arrow. [ « s

Select the Stamp Color (The defaultis Black, remember it will count as a color copy
if you change it.) Press the Back arrow.  « samae |

Select OK [~ W@ and press Start.

Actual Stamp Sizes

COPY

1X and 2X
v T~

& Print Page

® Atriges

& Stamp Color
() Only the First Page Q) velon

Ore

O om

© vagenta

Check Status



Copy — Other Settings

Unauthorized Copy Prevention

RICOH

imagine. change.

< Other Settings

Series

Not Set

[(]

>

Reset

Book Spread 2 Sided oo

Not Set Not Set

Il

Fold: Print Inside

Not Set

Stamp Unauth. Copy Prev.

Not Set Not Set

Margin Adjustment

Erase Center/Border Erase Color

(1) Select Type of

Check Status h=]

b
11l
(19
(]
@
8

The following items can be specified in the
Unauthorized Copy Prevention function:

Effect - Select the item to be embedded on the
documents from the text or pattern. You can embed
both. The appearance of the pattern on the document
and the copy of the document differ depending on the
item you select.

Text Selection - Specify the text to be embedded on
the documents. You can enter up to 64 characters in
[User Text].

Text Settings - Specify the size and angle of the text
to be embedded on the documents. Specify the
space between the lines if you select [Repeat Text].
Select the text position if you select [Do not Repeat
Text] and specify the text angle to 0 degrees.

Mask Type for Pattern - Select the type of pattern if
you select [Text and Background] in [Effect] of
Unauthorized Copy Prevention for Pattern.

Pattern Color - Selectthe color of the text and
pattern of Unauthorized Copy Prevention for Pattern.
You can select one of the following colors: black,
cyan, or magenta.

Pattern Density - Specify the density of the text and
pattern of Unauthorized Copy Prevention for Pattern.

S

(1) Select Type of [~] Detail Settings x

Original

§

9

If the machine has data security copying,
text and images' colors are

grayed out to prevent the improper
usage of documents.

@ Data Security for Copying

O Unath. Copy Prevention Pattern

Check Status

Original

If copied, the unauthorized copy
prevention text and pattern
will be visible.

Check Status

Copy and embed the text and pattern to stop
unauthorized copying. The text and pattern
appear if the document is copied.

(2] Detail Settings x

Copy

9

O Data Security for Copying Next

@ Unath. Copy Prevention Pattern

(1) Select Type of

Effect

(2) Detail Settings x

Text and Background

Select Text

Text Settings

Back
Mask Type for Pattern

Date & Time

Pattern Color

Check Status h=

D)
1]
(<)

Stop

(1] Select Type of (2) Detail Settings x
Text Settings
< Mask Type for Pattern None
Pattern Color Black
Back
Pattern Density MEm
Check Status

Copy and embed the text and pattern of Data Security for
_— Copying. If the document is scanned by a machine that has the
‘/% Copy Data Security unit, the content of the document is grayed.



Copy — Other Settings

Margin Adjust. & Erase Center/Border

RICOH
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< Other Settings

Series Book

Not Set Not Set

Fold: Print Inside Stamp

Not Set Not Set

Spread 2 Sided

Not Set

Not Set

uth. Copy Prev.

Margin Adjustment Erase Center/Border

Check Status

Margin Adjustment

Front
<00-12inch>

L Top/Botiom
0.0 inch
J rY
Left -
0.2 inch
&~ -> Clear

Check Status

Erase Color

fed Top/Bottom

u 0.0/inch

T ¥
Right -
0.2 inch
<« - Clear

Cancel

Back
<0.0-12inch>

Margin Adjustment: Copies an original so that a

/binding margin is created.

@

@

CHHHED

1. Specify a margin for the front of the page

2. Specify a margin for the back of the page.

The

margin on the back of the page is valid when 1
Sided to 2 Sided or Combine 2 Sides is selected.
If you do not need to specify the margins for the

back of page, press OK.

The image is not reduced so you have to be careful
not to move it to far or it will fall off the edge of the

page.

original image.

Erase Center: Erases the center margin of the original image.

Erase Border: Erases the edge margin of the original image.
There are two types inthe Erase Border mode.
Same Width: Erase the same width of edge margins of the

Different Width: Erase the edge margins of the original
image at different widths.

Erase Center/ Border: Erases both the center and edge
margins of the original image. There are two types in the
Erase Center/ Border mode.
Same Width: Erase the same width of edge margins of the @
original image. However, only the center part of originals can
be erased at a different width from the edge.

Different Width: Erase the edge margins and center part of
the original image at different widths.

@  Select Erase Area

BN E

Erase the shadow in the center
when copying books.

@  Select Erase Area

Ll > L4

Erase the shadow on the borders
when copying books.

@  FErase Width Setting x

@ Erase Center
O Erase Border )
(©) Frase Center/Border -

@  Erase Width Setting X
O Erase Center
@ Erase Border >
() Erase Center/Border ot

@  SelectErase Area @  Erase Width Setting *
O Erase Center
> L4
O Erase Border >
Erase the shadow in the center
and borders when copying books. (®) Erase Center/Border ot

Check Status
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Copy — Other Settlngs imagine. change.

Erase Color, Adj Color Balance, Adj Color, Poster, Dbl Copies & Centering

: K8 Erase Color - Copies by — ot |
< _|Otner Setings 7o erasing the color you select et
Seres ook Spresd 2 i o in the image of the original. -
= L, This function can be used = o -
= when Full Color or Black & e
Fold: Print Inside Stamp Unauth. Copy Prev. - - - G
White is selected in the color sl
mode. —
Margin Adjustment Erase Center/Border Erase Color t
Black & White ..:"
Check Stats Full Calor o0
Deraly atoselect AT
R < Q
L Other Settings 4 Reset
o0
- - Adjust Color Balance - Adjusts .

Poster

Adjust Color Balance Adjust Color

— the overall color tone when the o ‘
copy is reddish or bluish. @

Original Orientation .
wagena Bact

"1 Double Copies Centering

=-F | m-m | < ‘H’
Readable Direction . e
CheCk Status wmmmm' t the color balance when the ori v\al\slendsh:?:::. k
This function allows you to create a - . : L
poster-size output by enlarging a single- S EEE
page document to cover multiple sheets T >
of paper. The divided images are printed - v ey S 4
with an overlap of 15 mm (0.59 inches) e e —
on the margin of each sheet, so you can
paste them seamlessly. This function is
available for the PCL 6 printer driver. Color balance program - You can store the color
¢ balance setting as a color balance program and recall
= e it when you want to use it.
Original Copy
o ad
Double Copies - One original image is copied twice on
@ 1 Sided @POStEFQWEeIS) One Sheet

O Poster (4 sheets)

() Poster (9 sheets)

Centering - You can make copies with the image moved
Check Status to the center of the copy paper.

Adjust Color - Adjusts the specific colors (yellow, red, magenta, blue, cyan, and green) by mixing
them with adjacent colors in the color circle. You can adjust up to three colors.

Cnce AdastColr . - | adhstColr e

sing theslke bars, up to Scolors con be adjsted

_SmEMERC

“n Vel

103 coors can e asted. Using the sl bors, up o3 clrs canbe asted.

Wsing the slide bars, up
QT e ——
e ———
-

e [ ] . -
L 3 U

. e
IEEEMEE | b

< tomun Mogenta Tommad >
© Totan e Tokogenia

reen
< Toveion Aed ToMaaa

Check Status - -3 = Cl ] Check Status ) ] Check Status - -y =
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. Copy — Short Cuts RICOH

When you scroll down on the main copy screen you will see some preset short cut keys for some of

the

howpE

7.
8.
9.
10.
11.
12.

finishing option:

1 sided original to 2 sided copy

2 sided copy to 2 sided original

Combine 2, 1 sided originals onto one page.

Combine 4, 1 sided originals onto one page.

Create margin reduces the copy to 93% and centers it on the page to create a wider margin for
binding or hole punching. Note: By combining it with Reduce/Enlarge functions, you can further
increase a margin.

ID Card Copy - Copy the front and back sides of an ID card, or other small original, onto one
side of a sheet of paper.

Places a staple at a slant in the top left corner.

Places two staples at the center like a magazine.

Two staples at the left

Two staples at the top

Punches 3 holes on the left

Punches 2 holes on the top

.
% Copy 4/ Reset
[] 1sided—2 sided [] 2sided—2 sided [ ] 1sided—Comb 2orig Y )
t - 22 ® [y - —
[ ] 1sided—Comb 4orig ] ] g
4 % 5 Z 5 Create Margin 6 ID Card Copy

[] Staple: Slant [ ] Staple: Center [] Staple: Left2

4 7 8 T 9

Staple: Top 2 |:| Punch: Left3 Punch: Top 3
1% == 11 1% 0
Check Status < “ = 5 @ Stop

NOTE: Not all Copier/Printers are equipped with finishers that staple in the center or
have hole punching and these features will not be on the display.
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. Scanner RICOH

=

Document Server

& | & | @

Copy Scanner Fax

EETEEs -

Quick Print Release Pr;lllol'sc"&n m" Printer Cloud Aops

Select Scanner from the Home Screen.

Select Scan to Email or To Folder from the drop down

Select the destination from the Address Book or select the [l

to use the keyboard to enter a destination, select from <
history, specify by registration number or program a new
destination. DD ' l l
If you are ok with the Send Settings, place your originals in URkLS [0 YO, S ER: 4 @
the document feeder or on the glass, by selecting Preview CTETEOEECEE T
before you press Start you will be able to see what your

scanned document will look like. If it is ok press start again. '

S~

< Scan to Email

< To Email Address

To Folder 2

Check Status

< Scan to Email Scan Files Status 47

| g 3 Preview
i Enter Using Keyboard | ei < Terri Brand To 9 ‘7‘
E 3 B&W &

=

@ Select from History PDF ':E;
Freq. AB CD EF GH 1K LMN OPQ RST UVW XYZ +¥ : =

200 dpi H

[FH Specify by Rea. No. I . ;
[ Specify by Reg * Terri Brand 1 Sided Orig. s

00001 o
Q Search Address Book Send Settings

'EI Program New Destination ‘

Check Status

Scan Files Status 4 Reset

Scan to Email 4
> Terri Brand To 9 Exf I Destinations: 1 Exit Preview
y il oooorer s o | [nwnaser | BM
200 dpi =
1Sided Orig. .
Send Settings
If you press the number of destinations you can
see all the destinations you are scanning to
and register them in the Address Book if you Check Statue o A = 5@ St

need to. By selecting the destination you can
Editit or Delete it. Select Exit when you are
done. Select Start to send.




. Scanner — Send Settings

RICOH
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Scan to Email Scan iles Status 47 Reset

PDF it
200 dpi &
1Sided Orig. L}

Freq. AB CD EF GH UK LMN OPQ RST UVW XYZ 4%

Terri Brand
00001

Send Settings

Check Status

[ C]

€ Send Settings Scan Files Status 4 Reset

Auto Color Select File Type Resolution Preview

o B B00dpi

<
Original Settings Scan Size File Name
1 Auto Detect Auto
4 5 (Same Size) 6
Density Original Orientation Sender
r
<R
7 ‘uimmm | 8 i 9
Check Status h=) a = s @ Stop

4 Send Settings

1

Scanfiles Status 47 Reset

Preview

Subject 10 Touch to Enter

Tt 11 Touchtonter

Reduce / Enlarge

100%

Erase Center/Border Security

12 13 worse 14 rose
Divide
Batch SADF

< Send Settings ScanFiles Status 47 Reset
I UUU/O Preview

Not Set Mot Set.

Divide

Batch SADF
15 16 17 s
Reception Notice
_ CheckStatus ________© @+ = 8 ©® Stp

This is the current send setting for your document.
To change these press Send Settings.

A
~< Terri Brand To 9
B&W

o o

10.
11.
12.

13.

14.

15.

16.

17.

18.

Auto Color Select: Touch to change to scanin B/W,
Full Color, Auto Color or Grayscale

File Type: Touch to select the type of file you want to
scan your document as - TIFF/JPEG or PDF.
Resolution: You can set the resolution from 100 to 600
dpi. The larger the dpi the bigger the file will be.

Original Settings: If you document is 2 Sided select
Original Settings and change to 2 Sided original to scan
the front and back without making a copy of the back
side of the original.

Scan Size: Touch to selectthe scan size of the original
File Name: Touch to name the scanned document. Auto
will allow the Ricohto give it a name which is the date
and time scanned.

Density: Lighten or Darken before scanning

Original Orientation: Select to change the orientation
the original will be scanned.

Sender: Touch to specify the sender. (Must be
registered in the address book as a sender)

(scroll down on the display to see more options)
Subject: Touch to enter a subject line for you email.
Text: Touch to enter a message on your email
Reduce/Enlarge: Touch to reduce or enlarge as you
scan.

Erase Center/Border: Touch to erase the image from a
specified width around the document and in the center
of the document when the document is scanned.
Security: Touch to add a password/encryption to the
document you are scanning/

Batch: Allows you to scan large documents in sections
and keep them as one file.

SADF: scanning starts as soon as you place additional
originals in the ADF without pressing start.

Divide: divides multiple originals by a specified number
of pages as you scan.

Reception Notice: If a sender is selected (#9) you can
select reception notice to receive notification that the
scanwas received.



Document Server

RICOH
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Storing a document in the Doc Server

The document server allows you to store documents in the MFD’s memory and then print them as
needed. You can print from your computer directly to the Document Server or scan hard copies into

the document server to store.

¢ e | n a1
Quick Print Release Pr UScan (Memon Printer Cloud Avps

ORIOTI0]1S

MI Cl K'

Reset
I ENEm 1
DW1&ID2uu5wuﬂ.u_ﬂTu] 4 5 6 ) .
wio P Bl | Bxd1 | 12418 | 1117 | Bse1 \ o l ml 2
s M‘:: ) Hms|8'ruv wrz) 3
o |# )
=l 2 sidd Oria. - J )
Top to Top {C (Sample Copy)
ase || 108320450
—_—
Solect Foldr [oc JJ | Reset
Select a folder, then press (OK). 0 2_ |3_
- y R
[ Folder Fare: [ Geated Date/Timd oy NevwFolder 5 6 )
L 11]
mnm 001 A6 A | EH\ l JKLl MNO |
= it Folder 7;oa5 )] wm 7
I — . .
Stared Folder Test ‘j_[() [i 8
g C  (samplec
ch by Folder Mo, 1 {— oty
Sach by folde Mo
Recall/Program/Change Program (] Interrupt mode [ Simplfied Scrn. 1 9 "
Check Status 10

Reset

) 2mm

<File List>

Select file(s) to print,

LE I [ o ho. Foldsr Nere Craated Date/Time Sl. Fil: SRR % 4 ‘ 5
EE [ Shered Folder | { o m.l MNO

(7

(001 [ Test ‘ | I
__PORS TUV | WXYZ

A, 26 03:408M |

Edit Folder | ‘J* \o ,|?|
ﬁ‘ Sample Cnp?

\

[ Simplfied Scrn.

Bfge Program || []  Interrupt mode

Check Status

Scanning an original into the document server:

Select Document Server from the Home screen
Press To Scanning Screen.

To select a folder to scan the document to press
Target Fldr. to Scan, choose the folder from the list
the pops up. If you don't select a folder it will go into
the Shared Folder by default.

Select if you would like to scan in color or black &
white .

Select your original type. You have the same options
available as when you make a copy. Text, Photo,
Text/Photo and Others (Generation, Pale and Map)
Select if you want to choose Batch
or Mixed Sizes.

If your originals are 2 sided, select 2 sided original.
To name the file Press File Name — a keyboard will
appear, Press Delete All to clear the auto populated
name and then enter the document name. Press OK.
Place Originals and Press Start.

. The original is scanned and the document is saved in

the document server. After scanning a list of folders will
be displayed. If the list does not appear press Finish
Scanning.

Creating a New Folder

1. Select New Folder

2. Select Folder Name and enter a name for the
folder. Select OK

theiease || Host Name: RNPOO2673C443FE

Hew Folder

Enter folder information. then press [0K]

Folger Password

Recall/Program/Change Program | [ Interrupt mode O Simplfied Scrn. []

h=} a = 8 @

Check Status Stop




Document Server

Printing a document in the Doc Server

RICOH

imagine. change.

Document Server

ﬂn -

Ptg\t&an Memofr Printer Cloud Apps

< Quick Print Release

0B101120)9 ' I '
WSHIPM vl vl W«

(Check Status

wn R

or a Range of Pages.

Stop

)

Select Document Server from the Home screen.
Select the Folder your document is in and select the document.
You can select Print Specified Page to print the first page of the document, a specified page

£ Srared Folder

Disolay All Folders Dr=t

Saarch by Folder No.

Search b Folder Nae

To Scaning Screen

)
o
2 |
B |
=
E.

RecaII!Pragram.'Chmgergraml O Interrupt mode

Check Status

4. Select To Printing Screen to select any options like 2 Sided or staple (like if you were making

a copy).
5. Press Start to print the document.

(Change File Info.

File Name

To Scaming Screen

Recall/Program/Change Program [ Interrupt mode | ]

Check Status

DR
o [CRECN
=

Document Server

Check Modes.

Reset

(O emEm
(o )l

Print Specified Pags
Soecify pa(s) to orint. then oress the Start key.
st Page

Specified Page
Specify Range

N

 hublzucswolsucTwo] wa
e | 05211 8911 12218 | 1117 | Béx11| e
Thick Fuoer 3

Cﬂml

(o B 2

[ Jjo e |
=

Recall/Program/Change Program | []  Interrupt mode \

Check Status

[] Simplfied Scrn.

&
Start

i Back toFile List Chack Modas.

Lo (AN

Uh2UG3wWolsldo|TwD
W '5-1 Bx11 ) 12x18 | 11x17 | B4x11 Bwass
Thick Paper 3

Top to Top |Tap to Bottomy

‘2Sided<,cm }TZsidedCoor‘ —_— I — ‘

e

B EIEE N EEIE

l Finishing Ifnve(fﬁlip Shegtl Edit # Stamp.

Recall/Program/Change Program || []  Interrupt mode |

Check Status o o

[ Simplfied Scrn.

— 5

Reset

ABC

(405 60
7 e B %
(o J= |
e

&
Start

@ Stop
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c

n '@ Fax Fax Reception Job Status 3 Reset l§ Fax Fax Reception Job Status. & Reset
fax Document Server

Preview

Cony

Zpecifydestinatiunm . Preview

On Hook
~ Memory Transmission
EXREER - ) e s

O Hook

< Quick Print Release w{m::mn Printer Cloud Aops ::qffiw:m; LALEL :K Wnlora Rsrhuadiozl & Auto Detect - W'NOMWM L Ao i EEE:
‘f“?,"f o) I l I 3‘ — O -
USE1IAY [V Y M c K m
(Check Status | =» ) & ® Stop Check Status - A = 8 @ Stop
1. Select Fax from the Home screen S Fx P R pa—
2. Select a destination from the address book or press the [llto enter —
the number manually. After you enter a number press input . — —
another or lIEZZE if you are done. You can select from the address T2 3 s
and manually enter another number if you need to. 4 5 6 e
3.  Select Settings and Original Settings to select if your document is we 18 9
2 Sided, soyou can fax the front and back of a document. w0 # HEER
4.  Press Startto send the fax.
Settings
< Settings Fax Reception JobStatus 4 Reset < Settings Fax Reception JobStatus 4 Reset
e oroma e e Proview R predien
Immediate ; i
Immediate 1 o i 3 Send Later Text Print
Density Scan Size Original Settings et 10 ! 11 closedienort
o, w2 o oo
Use Fax Featrs. Setg. >
Original Orientation Sender v ot 13 l 4
4R] 7 8 autoReduce Q)
Check Status « 3 = 8 @ Stop Check Status « @ = 8 @ Stop
1. Memory Transmission— Scans then original then dials and sends after the fax answers. Immediate
Transmission requires you to press start after their fax answers.
2. Original Type — Select if your original is Text, Text/Photo or a Photo.
3. Resolution — Standard or Detalil.
4. Density — Lighten or Darken as you fax.
5. Scan Size — Auto Detect Same, Auto Detect Mixed to fax mixed originals or Regular Size to select size.
6. Original Settings — Select if documentis 2 Sided open to the left or 2 Sided open to the top.
7. Original Orientation — Readable or rotate 90 degrees clockwise.
8. Sender — Select name from address book that is sending the fax.
9. Auto Reduce - If the receiver's paper is smaller than the size of the original you are sending, the document
is automatically reduced to fit onto the paper available at the other end.
10. Send Later — Enter a time to send the document.
11. Text Print — Stamp a message on the first send document. Standard Messages are Confidential, Urgent
and Please Phone. Fax Header would most commonly be the company name and fax number.
12. Closed Network - Transmission will only take place if the destination's Closed Network Code is the same as
yours.This function can stop you accidentally sending information to the wrong place.
13. Notification of Result - If the sender's e-mail address is registered in the destination list, the sender can
receive transmission results by e-mail.
14. Communication Result Report — Turn it off or on or use the default settings.




