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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

Select any additional copy settings
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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] e 8

Adjust paper guides

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




Using Batch Mode

Use [Batch] when the number of pages being fed in the document feeder exceeds the feeder capacity, or
you need to feed documents from the feeder and off the platen glass or you need to feed pages from
different sources but want to keep the page order and output multiple complete copies.

1. Press [Special Original].
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Select [Batch], and then press [OK].
Enter your job settings including the desired number of copies.

Place the first part of the originals in the feeder (or on the glass) press (Start) key

After those originals have been scanned, placed the next batch, pressing start each time a new page or pages
is added and continue until all the pages for your job is complete.
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6. Pressthe [#] key to release the complete job.

Note: If copies are not stapled, the machine will deliver the first copies as they are scanned and will release the additional copies
after the # key have been selected. You cannot switch between 1 sided and 2 sided documents when using this mode.



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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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 stacked.

ROTATE SORT—- Use Rotate Sort when your machine does not have 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.

Croups bogether copies of eoch poge in o multi-poge original.
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Rotate Sort
Every other copy setis rotofed by 90 degrees .:I'.h #| and delivered o the copy tray.
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Stapling Documents

1. Place Documents in the document Feeder

2. On bottom of touch screen - select the staple
position that match you 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

Store File

Auto Color Select
Full Color Sele
Blak & white
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Note: The number of pages and stapling positions will vary by machine depending on

the model 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

1. Press [Finishing].

2 holes
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When the Bookler Finisher SRA040 is atached:

* You cannot use the bypass tray wikh this funchion.



Duplex Copying (2 Sided Output)

1. Press [Dup./Combine/Series].
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Place Originals in Feeder
Landscape orientation or
Portrait orientation

1. Press [Orientation].

Select

1T

1 Sided * 2 Sided

or

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




Dup./Combine/Series

Swstemn Status

| || || || [ | [ || || |
[ Select item. [ Select original and copy type and £ or orientation.
- Criginal: Copy:
— [ >k
’ Top to Top 9 n}ﬁﬂ
[ Book | | 2 Sided=>1 Sided | E N Book |
Mis 182 Sid. | Crientation |
Finishino Cowver/Slip Sheet Edit / Stame Dup ./ Combin Finizhino Edit # Stamp Dup. ACombin
S S

Swstem Status

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

different size pager for output.

Combine — Combine multiple pages on single pages
with options for 2 sided or single sided output and options
of placing 2, 4, 8 or pages on a single page. Users can choose

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 ' o

Magazine for 5 or more pages. When the booklet finisher is installed,
Users can choose to have the job stapled and folded.
Use to copy 2 face forwarding pages of a book as a duplex output.
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Combine Pages

Use this option to combine multiple single pages or 2 sided pages

page. Originals can be copied in portrait or landscape orientation.

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

Flocing originals {originalz placed in the ADF)

= Originals read from left to right
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1 Sided 2 Pages * Combine 1 Side

Copies two 1-sided originals to one side of a sheet.

Portraoit [D|- eriginals
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Landscape (&) originals
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1 Sided 4 Pages * Combine 1 Side
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Copies four 1-sided originels to one side of a sheet.

or multiple pages copied on each side of a

1 Sided 8 Pages = Combine 1 Side

Copies eight 1-sided originals to one side of o shest.
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4. Select the number of originals to combine,
5. Select the paper size.
6. Press [OK].

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

L1

Note ),

Some of these options are available from
the main copier panel. You cannot use
the Bypass tray with this option.



Book Copying

Place open Book on Glass Platen
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Press [Dup./Combine/Series Jbutton
Select [SERIES] button

Book 1-Sided

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

Press [OK] ' ‘ w
OR v

Press the [BOOK ]button Book 2-Sided

 Select [BOOK TO 2 SIDED]
— Copies the left and right pages and place front and back to a single page
— Press [OK]

Enter desired sets

Press [Start]



Reduction/Enlargement
R - R

1. Press [Auto Reduce / Enlarge].

1. 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.




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. Great
for creating copy edge for stapling or hole punching.

* 1. Press [Create Margin].
* 2. Select the reproduction ratio, if necessary.
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3. Press START



Erase Center/Border

This option erases the Center and/or all four sides of a document page or pages. Center/Border applies to
books, but use same width or elect to clear out single or multiple edges together.

1. Press [Edit / Stamp].
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2. Press [Erase].

3. Press [Erase Center [ Border].
4, Press [Erase Border),
3. Press [Same Width].

&. Specfy an erase border width with [+] and [~ .
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Erase Center // Border

Erozes both the cend

erand edge margins of the original image.
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Erase Center

Erases the cenfer margin of the original imoge.
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Page Numbering
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Page Number Format Number Page Position Starting Page, Starting Number and

Ending number,

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>0K
Press Change (opposite side) Select Page Number Placement>0K
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




Double Copies

Place Original in Document or lift the lid and place face down on Glass Platen
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Press [Edit / Stamp]. Original Feed ') o0 Output orientation
Press [Edit Image]. R

Press [Double Copies]. ‘ R \ S

Press [OK]. R

Select the paper size.
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Enter desired number of copies
Press [Start]

Ctne original imoge is copied teice on one shest "



(1JPlace the document

Select the paper size.
[2press [Edit / Stamp].

3)Press [Edit Image].
Press [Centering].
Press [OK].
Press [Start].

Document Centering

You can make copies with the image moved to the center of the copy paper.
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Note:
You cannot use the bypass tray

with this function.




Copy

To set the Bypass tray as the cover

Adding Covers

2. Select [Copy] or [Blank] for the front cover.

covers:-
Press "User Tools"

paper source:-

Press "User Tools"

Select "System Settings"

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

Select "Display"

Select "Cover"

Select "Mode Selected"

o, Less onerte ool Chaerer can b sl e e togedher,

Select "Copy Features"
Select "Page Format"

i Front o .'T:.?.E-H (i [ el el
& oo e @ Select "Cover Mode"
Bl == T—y — Select 1 or 2 sided covers

Select "OK"
Press "User Tools" to exit

Eadt & Stame ) ks Uorsbin

Select "OK"
Press "User Tools" again to exit

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

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

Select "Cover/Slip sheet"

Select "Front Cover"

Select "Blank" or "Copy"

Press "OK"

Set the paper for the cover sheet on the bypass tray
For 2 sided covers select "Duplex"

Set the originals on the document feeder
Select any additional options

Enter desired number of copies

Press Sample Copy

Press “Continue” if sample set is correct.

To change between 1 and 2 sided



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 paper tray settings.

Dercigrate F Chapter
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Lt 001 |58 Shest 0012 003
Blank 00, 007 D08
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e To copy the first page of eadh chapber onto a Slip Sheet
entor the theet mumber o shrt each drepter with, then press 5,
Press [Designate / Chapter]. W Detimrate: Cogy = Chates
Select [Designate: Copy] to copy designated page M Dessionate: Blank

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.

Phcto | You can continue to specify additional

- Firdi Sine Jagtn Reduce & Eelaoe = .
L2 S page location numbers, up the 20

-~ [;'] — [3; "—.? .- ” [ : locations may be selected.
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¥ After making all settings, press [OK] twice.
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Enter the page number of the first chapter
using the numbers key, and then press the

ieneration Loy




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 desired 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].

Start | Simplified

I:Ih‘ﬂ.l

Eoch copy set can be sSopled together.




Using the By-pass Tray

1. Open the bypass tray.

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

On copier panel press the # key
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Press Paper Type, Select
Paper option, Press OK
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Press Paper Size
Select the paper size.
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Place originals, enter desired number of copies, press START, Press Clear Modes



Job Preset

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

If along copy job is in progress and you do not want to wait for it o finish, you can uvse 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

1 it I ek Thod = e T 1 e 1 il Comd Tarip | kil Cornb & mk

2. Be sure message "Ready™ appears, and then make settings for the next copy job.
2. Place the originals, and then press the [Start] key.
All originals 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.

P Mote )

= You can switch the display ro 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. 6

To access the [Simplified Display]

Press the Simplified Display on the Main Screen Ppr.SeLect-
Display s the basic copier functions Full Color

Finishing options may be added to this screen for ease of use. Not 1S | St
‘| Sicec>Combine 1 Side

all functions are available with this screen.
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Accessing Document Server

Commu-
nicating

Receive File
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s ) || @y Document Server

{Fax

%

f

O Printer

000 ©
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000
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Clear/Stop

. Display
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Simplified
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From Copy Panel — Select Document Server Option

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



<Select Flle»

Select fle(s) to prmt,

Thoerbe! s

Document Server Usage

e | ki ‘ File Mo |Datn: e

Lt

Bk Iletteted A 2| 8
— ), 1) Nsletter A1l
datrs el mall |
B Chris ik gl 2
B0 Nancy o Hanckk Back Aw. 121 |
| | Sy Ero Stk Froot A, 12 1
B L BsUe ]

Documents may be scanned or
Printed to Document Server for:

-Confidential Printing
-Print and Hold

-Sample Printing

-Forms printing

-File Merge (different types)
-Electronic Distribution
-HIPPA Compliancy

-Label Printing

-Cost Savings



List view

Toe [t | Giatere | pute [Pee

=|mj c. oz Sw.09 |1
S 8.0k 10 YA OTIE PO I |

— 0& oo w131

=

Search by user name

- Manual Entry

s [ e [ 7 [ & [ 9 [ 0]
ToRY || NEW VORK OFFICE ||

LCNOON OFF TCE

Documen

t Server Displays

|

BEFLIN OFFICE || TORONTO OFFICE

| Branch || adninistrator
F | OOMCRI OFFICE || YOKCHAMA FACTORY

Search by file name

Search by File Name

Enter the file name to search, then press (O],

[ —
C L e
o e e e e e
L e o Il
G

Preview document

Freview

Dtz il

1 Seiteh
Stoned il brme: COPPIOZS

i

Type User Mame | File MName | Date | Page
=_— === et 19 0450PM T T = Details Edit user & file Info
.‘L PreVIEW File Name Date | Page | Order |{File Information
; ae & B OPY0023 X2
Display All % - e F copvonoz Sep. 09| 1 | -
- File Management T IR
Delete File
User Narme COPY0O023 COPY0O00Z COPYOOO
Print Specified Page,

Filte s Print one or multiple pages

of a stored document

| Scan Original To Printing Screen | H | | | |

SEP

4150PH

Displays printing options of a

Displays scan options stored file

ST
” H ” H | LY} File List | | Check Modes |

Full Size | Auto Reduce / Enlarse B]‘Ex]f ’ Ss'frf;f 9359

1 sided*Cornb 2 orig 1 sided*Cornb 4 orig 1 sided*Cornb 8 orig l_] O 3 U D tl_ U o 1
2 Sided Orig. TZ54) P = = =
et | [ B[] | (1052 | (i | o 17 | @x11| 1117 | Boos

PFile Info
User Name File Marme
Edit / Color Duples/C
tc;py Booklet Maoazine
om|

Print Specified Page

Specify page to print, then press the Start key.

Specified Page

RICOH



Storing an Original

.. Press [User FHame=]-
1. Press the [Docoment Server] key. 2. Press [Scon Original].
== | sEm & 3 aduin ST l
‘““""'E T e e Aalll] fll Sk | A vk | 230 | T | oy

_ [ Eer gl b Carsh 2 crbt | G § il | chComr B o
Gewm 1) Lar reama e | PP (1 ] | I o

&?.::J I o I W

- - . Lizex Harne File Hoare
- ENarnmis
kg P Edit brage | Cupdae
]| L) ]
L =10 1]

Keyboard appears, type If a password is required, enter a numerical System will prompt you to re-enter

your document name value. password, then press OK
sarcd b Fik iame — (EE el || o |
Frier the fil=reme nw=ah, then e, |8 [Haw .Ill._;:_li.l :‘:: et 1 DD“{; Brriar e mtssraoad st the Riumber ke, then pross [

:ILE'J _J“l.l.l Creabs Magn e
BTN

Filks Pema Preoerd |

ax Pl

bt | e Cugd e T | Fecdics ! Erdare

Youw con wse four to eight digits for the password.

Place your document > Select any additional options > press [Start]



Printing a Stored Document

1. Press the [Docuoment Server] key. 4. To make changes Press the [To Printing Screen].

[_L“"Fﬂn':"'“' COFa10 Feb 20| 1 S
o o) i
COF T3 F=ia, OO0 File Hyaoemet
._. L Ey L gn
----‘ Print Seactfod Pax
IEll:h.rr.n' L .
|
) .:..'I'l-l::-n'll.-r | I |
s ; :
receerne | | 22w .
2. Select the d tN t to Print. S
clect The coctiment ame yod wan® "o “rin Enter the number of print copies with the number keys,

[More than one job may be selected to print]

Pres=s [File Mame].
= [ ] T TJ adeir BTN s Fl List | heck Modes. |
| | [T, TN i
ORI

D s

r FEETE

& P

Ry
i s ] P

e
N

Sy o sl

Press [Start]

Files may be deleted after printing

3. Press [Start]



Printing a Specified Page or Page Range

Presz= [ 1=t Page].

1. Select the document to be printed.

e e If o password is sat, enter # and then press [OK].
— 2. Press [Print Specified Page].
3. Press [Specify Range].

I -0 password s sef, enfer & un nm [h']- 4, Spedly the prinfing start page with the number keys, and then press [#].
— | _
T Spsai T ] Pagea il S el Paga
| Soecrived by 1 It Pae

Press [Print Specified Page].
Press [Specified Page].

Specify the page bo be printed wih e number keys, and then press [#]. 5. Spedify the prinfing end page with the number keys, and then press [#],

Press the [Start] key. 6. Press the [Start] key.



Deleting a Stored File

1. Press the [Document Server] key. Select the doovment to be deleted.

If o password is set, enter #, and then press [OFK].

LEeT Tl TEETieT LIkl 1 Faly 311 1 EENEREEY
COF Fom | 1 1 Previes

|

COP 0T Falp, 20 1 I File Haraaement

o o
I O Cagy . [ed i Fike

&= e

ﬁ EENecumile R |
- T | GemmaelTwem . TL0TT
Fpoatee Flle _

Press [Delete File]. System will prompt you , “Are you Press [Yes].

sure you want to delete file,”

Nole |

It is also possible b selact bwo or more docements and del=te them.

You con search the farget document vsing [File Mame] or [User Mome] sitvated in he laf side of the

SOnEEn.

You con sort the documents by user nome, file nome, or crecfion dote. Press the item fo be vsed for
the sorfing on the bop of the list.

* To concel the selection, press the selected [highlighted| key.



Ricoh Control Panel

Clears screen to default settings

User Tools/Counter

Hard function
keys have
Red/Yellow
status LEDs

Ready Not Ready

RICOH



Printing From Desktop




Basic Printing

. How to Print Documents from your PC

2. Open the document you wish to print

E3 Microsoft Excel - Book1

s l Eile I Edit View Inserkt Format Tools Data windows Help
;) ) mew... Ctri+N by 8 e &S > - 5] | 0
3 Open... CErl+O
Close I D I E I =
; =4 Save CErl+5
3 Save As
31 944 Save as Wweb Page...
5 e
S 721 File Search...
7 Permission >
8
=) Web Page Preview
10 Page Setup...
11 Print Area >
12 ) i
13 o _Print Preview
1 I;j Print... Cerl+P | |
1
18 Send To >
17 Exit
18 R
19

3. Press File>Print>0OK

4. In the [Name] list, click the Ricoh
Copier/printer you want to use

Print f?l & |

Printer

Name: v Properties..,
Status: .

Type: = _om-emm = | Find Printer...
Where: LPT1:

Comment:

[ Print to Fle

Print range Copies

©a Number of gopies: 1 W:”
O Page(s) Erom: | gl Io: | -

Print what [@ Iﬁ] E] Calate

(O Selection () Entire workbook

(©) Active sheet(s)

=] (o=

5. Enter desired number of copies.

Print Wlﬁl
Printer
Neme: l v/ Properties..,
Status! ,
Type: e o B F ] | Find Printer...
Where: LPT1:
Comment:
[ print to fie
Prink range Copies
OF _ _ ~ Number of gopies: 1 &
Opage(s) Eom: | S| To: | 3
Prink what [@ I@ e
(O Selection () Entire workbook
() Actiye sheet(s)
=

6. Press [OK]




Printing [Duplexed] 2-sided Documents
1. Open the document you wish to print

[[Setsn | Paper | Print Quality | Valid Access || Watermarks |
‘ [— Job Type: Copies
pe— e
EE_;] Eile I Edit View Insert Format Tools Data wWindow Help
il Y M clen oy Gn 0 s B T S ) 0 : e B Clroseiy 100
% Open... Cerl+O Gk
| Close [ D [ E [ F E:::::m o — E] 1 Page per Sheet ~|®
1 : Lettes (85" x 11" —
S = save CErl+S |m=n” _— \ij LT
Lo it
4 934 Save as Web Page... Settings % el
SElE =
S ] Fic searcn. = R
7 Permission > Load, ~s Staple: Punch
8 ~ oit ~ [EI P [on ~
) | wWeb Page Preview Colot/ Black and White: v
10 Page Setup... g Color vl
::; Print Area >
13l _Priot Provi [ About... ) [ Restore Defaults ] !
1 e ink... 1
14l (= Er-n; Ctrl+P I-l | | T
16 Send To >
= e 4. Click the [Setup] tab, click your preferred two-sided
o . . . . .
1 printing method in the [Duplex] list, and then click [OK].

2. Press File>Print>0K
Print WI&I

Printer !
Status:
Name: ¥ Pricker 52035 (PCL6 v Properties. ., EEE g |anprrxev...

StOtU.ﬁ i === [anPnnter...] Where: LPT1:
Type: = i Comment:

Where:  LPT1: [ Print to fie
Comment: E
[] print to fle Prink range Copies
Print range Copies ®a : : Number of gopees: 1 pos
[OF} Number of copies: 1 & O page(s) Erom: | S| Io: B
O Page(s) Erom: | s | Io: s Print what @ [ﬁl ] Collate
Print what l@ [ﬁl 1 Colats () Selection () Entire workbook S0t
() Selection () Entire workbook == (%) Active sheet(s)

() Active sheet(s)

L oK ] [ Close ]
5. Before printing ensure that the orientation you select for

3. In the [Name] list, click the Ricoh Copier/printer i ) : . :
ou want to use then press [Properties] printing matches the orientation of the paper in your device.
y Press [OK] >OK

| |




Stapling Printing Documents

1. Open the document you wish to print

E3 Microsoft Excel - Book1

Inserkt Format Tools Data windows Help

L

= Eile | Edit  view

e CerleN by 2w |y - > - A |15

Open Crl+O

Close ] D ] = ] =
Ctrl+5

Bk £ (L

Save as Web Page...

File Search...

Permission »>

web Page Preview

L IRl ENTRINTES |

Print Area

Page Setup...

13 . Print Previevy
Sy -

1 ;lll [ erine... cerl+p | I
:IIS Send To [S

17 Exit

18 2

19 -

2-.HPress [File]>[Print]>[OK]

Print

Printer

?X

Name: T Prirker

B 2035 (PCL 6)

I Properties. .,

Status:
YYDOZ = = -
Where: LPT1:
Comment:

Print range

©a

O Pagels) Erom: |
Print what

(O Selection
() Active sheet(s)

—— |an_Pvrxev...

[ print to Fle
Copies

Number of gopies: 1

P oo

4

O

() Entire workbook

l OK ] [ Close

]

4. Click the [Setup] tab, click your preferred two-sided printing
method in the [Duplex] list, and then click [OK].

[Z)(X

<™ RICOH Aficio MP C2550 PCL 6 Properties

Setup | Paper | Print Quality || Vaiid Access || Watermarks |

Job Type: Copies.
E G [ Nomat Print = [ <
2 Onentation:
== [EI Portrait v [CJ Rotate by 180 degrees
Layout
Ciassification Code: ~ EI S oo, G Shaet I
Paper Sézg:
Letter (8.5 x 11%) —i
Input: I R Q? -
Auto Tray Select
[Plain & Rec; = Duplex:
S on Sl
)
Save. =
%i Ignore Application Collate

Load f&é Punch
o ~ [E D [ow ~
Color/ Black and White:
Colos ~

Restore Defaulls ]

[ About _ ) (

[ DK J[ Cancet ][ Hew ]

3. In the [Name] list, click the Ricoh Copier/printer
you want to use then press [Properties]

5. Before printing ensure that the orientation you select for
Stapling matches the orientation of the paper in your device.
Press [OK] >OK

Printer

Name: [<® Privker B 2035 (PCL 6) Properties..,
?;::5 R e o [ P pricter...
Where: LPT1:

SRR [ erint to fie
Print range Copies

[OF" _ Number of gopies: 1 &

O page(s) Evom: |

o
)
O

Prink wihat
() Selection

F P o
() Active sheet(s)

Co JJC o=

() Entire workbook




Printing Options

&% RICOH Aficio MP. C2550 PCL & Properties

Setup |F‘aper Prieik Gty | Walid Access | watermarks

#* RICOH Aficio MP C2550 PCL 6 Proparties

Selip DU” Pred Qually VUN;(m:!'dulunvxl.x

Job Type:

Copies:

Save... R
Ignore Application Collate

Load.. Staple:

Purch:

L

v El @ of v | _‘— ]L’

Calor/ Black and white:

Q.

About... ] ’

Restare Defaults ]

Er 1 3 B Docuent S &I pirt 0o
Lottor (35 % 1) v ) Lot (35" 11" v
Q') [T Fit o Prict Siee
— tored Print [Shared) WG Papm Seleciin Covmtz/P ages Sebacior
Stare and Print & e ; g L
Classification Code: A Stare and Prirt (Shared) ‘J Froet and Back Covers v A (o
1 Document Server & D:;.F; g v
Paper Size: o Faet
Letter (35" %11")
Input: =,
hut Tray Select & Ouod Ty Qo Ty
Plain & Recycled 7 0
Nadrs b b Q Prter Delok v] l Try1 v|
Settings

Prirk Mode on Cover Sheet
O Leave Blark

’\‘f:;; (5) O Side

T | T

[ (k. H Cancel H Help ]

k[ Coed ][ haw ]

You can send documents to the copier to be held for later pick-up, confidential
printing, for sample printing or to the document server for reprinting. See next
page for options break-out of these features.




& Sales_MPC4500 on phx99-nts-21 Propertics =

Sotup | Paper | Prit Qualty | Vaid Access | Watemark |

Printer Properties

Job Type:
e -E||uamupm

it . Ornertabor:
’u-l«” @ [Portrat =] I Rowed
Layout:
Paper 5 « E 1P Sheat > COIT Dy Fr
e S e Z
Irout - Pope Uide
A5 Yiay Seleck El B [Righs, then Down I |
Outpest: B Duplex:
Printes Dofodt x '0" 39,— Nonedetion E
Settings Seret
Save.., I 8§ ¥ Igroe Apphcation Collse
Load.. I Staphe: Punch
- L E [or | [El fox =]
Cokoe/ Black and Whate:
A —
About._ | RestoeDelmas |

Job Type
21 2%

Sotup | Paper | Print Qusity | Vabd Access | Watemarks |

Job Type: —y
32| Nocnal Prrt - 1

L
Paper Sze -
Lettes (85" x 11")
Irput
A0 Tray Select
Plain
Output:
Printes Detauk |
[ Settinge 1
Save... I
ji— |

q Color/ Black and Whee:

chtl vI

] @ BE

About. | Restore Defouts |

OK | Cacd | Hep

Locked Print: Temporarily holds print jobs in the memory until a valid password is entered at the control
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.

[ok | coaeca |  Heo |

- Job Type:
F 8 Locked Pert

Locked Print Detadls




Accessing Confidential Documents

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

Print Jobs
Select jobls).

Al Jobs e

‘38 | Trinborn |Aug. 21 0Z:30PM | ==

| lobsPerUser® | (3o | Mitrione |, 21 02:200M | %

s | 168 | Hunter Aug. 21 02:199M | x%

Completelist
| B Mitrione |Aug. 21 01:460M | New

& Locked Print Job List | |
...... [ Mitrione Aug, 21 01:43PM | Prc
@ Samole Print kb List | | ,

, | B | Trinborn |Aug. 21 01:43M | B
31 Hold Print Job List
| Stored Print b List

Details

|




Printer Display Panel

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

Main Display Print Jobs List

Print Jobs

Select job(s).

ALl Jobs User ID Date / Time File Name Selected:
l & 003 0Z Mar. 16:20 KRKERERKEKRRRELSE Select All Jobs

Jobs Per User ID I 18 002 102 Mar. 16:20 | sxsexssexsxxsxxs | Clear All
/| PPaper Tray Status |

» S —— I 11 001 02 Mar. 16:20 KERERERXEREREREHR
e T4 2= 31 o Complete List l
tofiine A 4 B 5 A 3 A 4 ) Locked Print Job List

[%) Sample Print Job List

[3t Hold Print Job List

P Job Lists & Exrer Lo £3 Stored Print Job List

Job Reset | ( Print Jobs Y Error Log

P Cnline

i

Use the Printer button to access print jobs from the desktop that were sent via confidential [locked print] or other option from desktop. Highlight file and select
print.

Press [Printer]
: Enter the password with the Number keys,

Press [Print _Jobs] Q) Fer e g

Select your job and

follow the next steps or

press [Start] to output

your document. T K

If you submitted your print job via the
“locked Print” feature, you will now be
prompted for your password.

System Status

RICOH



Scanning Documents

Usef Tools/Counter Clear Modes  Program lnterrupt

EnergySaver

oee
000...
000
000 ..

Commu-
nicating

Recelve File

-

e

O

Login/Logout

Simplified
Display

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.

(Note: Screenshots are provided for reference purposes only. Your display may vary depending on your operating system and device.)



Check file status.

Scanner Display Panel

Date/Tve_ Destiration S File Neme Stats

1S4n 1620 EABID COPANY LOS AELES FiC Wiltg,

. L
Select tabs to switch between R —
email and folder scan mmon e wnm e
destinations. ;

9 4, 006 ETORYO OFFICE LOWN (FFICE ot [ W

l Store File ” “ Scanned Files Status | | Check Modes

R ean Search Dest, § Delivery Dest., Preview - Preview scan before sending.
Set resolution, scan size & W, 01(100% o

scan type.
SanSettins | E-mail \‘ Folder

| sentpe \[ Resotin  \[  Sensie  \[|

Select Scan Tye. E-miail. Addr

[Black & White: Text| [B8 W Todt / Line At ||_B & W: Tt /Proto_|

Scan Settinos
Full Colour: Text / Photo| [Full Colour: Glossy Phato

i
Pra. Dest,

|

‘Reg Mo, ‘Manua Entry| For manual emailentry | To H e c ‘

] <« Jpato sty | B (Freavent | 48 || c0 | EF | GH [ 1K | Ui || op || RST || U | xvZ |[ctaee TELej\>

=Sl [{o00ic)awk  ||C00003) Lo0004] [00005] D] Tooooy | Program email destinations into
, o Branch BFRLIN OFF ||LONDON OFF [NEW YORK O TORONTO OF|[PARIS OFFI 1/ one touch buttons. Groups and
One or two sided original. Oricinal. Feed Tyne (RICED ICE ICE FFICE FICF CE / individual addresses can be
K [oonog] Looni1] [ooom3] [oonos] [ooot3] [oo015] prOgI‘ammed.
send File Tye / Name | \DETROIT FA [LOS ANGELE ||ABCD COMPA|(SEN FRANCI || Administ ra|[TOKYO OFFI
Set file types between multi v CTORY S FACT MY SCO OF tor CE E

and single page PDF, TIFF
and JPEG*

Select Stored File

U 2007

1r'“"

|| |[ |_| T

Select file stored in the

Add email message.
document server. 9

Add security features to document
i.e. encryption & signature.

Set up notification when
your email is opened.

N Lo
JPEG scanning in single page mode only. Add subject heading. Set sender from list of

registered users.

(Note: Screenshots are provided for reference purposes only. Your display may vary depending on your operating system and device.) R I Co H



Basic Scanning

1. At copier Screen Press [Scanner]

WD b pet
¥~ 0 = —

2. Select [E-mail] or [Folder] Tab

UserTooLs/Counter Clear Modes  Program  Interrupt 2
2 G &)
Erergy Sover | A
e 0000 O
Sample Copy
@rax ‘ Rk
Commur
nicating ‘ e 9 9 @ .
| i @ e 0
)| (Zsame) 1 Ié. Scanner 1 ) S‘m S"s"p‘f!,';'ed
‘ @0 Frcin y
|

3. Select destination [email address or folder location

How to Scan

[ StoreFite ]| [[ScemnedFiles Status | |

E-mail Address: 0

Co e [ &< |

EILQU[ 1k [ i [ pa [[ st [ un [ %VZ | chroe Tit]

[\

RICOH

4. Place Originals in Feeder or on Glass
5. Press [Start]

Scan Settings

E-rrail Address:

0

=

Scan Settinas

e\ Resoltion \|

Scan Size | Edit

Select Scan Type.

[Btack & White: Text] [B& Wi Text / Line Art | [_8 & W: Text / Photo | [_Black & white: proto | |

1 B | o
o _s [ 0 L& [ ] ow [0 [ [ow e oo

Gray Scale |
I e w )

Select Stored File

; [on016]ass [oon3] [0ono4) [0onns) [noong) [ooo07]
. Branch | BERLIN OFF |LLONDOH OFF |REW YORK 0| TORDNTO OF||PARIS OFFT, 17
Original Feed Tsfne@@ ICE ICE FFICE FICE (E
; [o000s] Looon1] Lonao1] foonos] foo013] foo015]
Send File Tywe / Neme | |DETROIT FA||LOS ANGELE | ABCD COMPA|SAN FRANCI || Administra |TOKYO CFF
CTORY SEACT WY SCOOF  |tor E v

Auto Color Select |

RICOH

(Note: Screenshots are provided for reference purposes only. Your display may vary depending on your operating system and device.)



Scanning Options must be selected before pressing the [START] button!

. File Type and File Name Preview scan before sending.
Scan Settings P )

9 O Ready

File Name / Type
Scan Settings Ject am.
o\ Reton \[ Sensee \| et Sile P
L I o
Sellct Scan Type. /B | PP | Seauity Settirgs _
[Black & White: Text] [B&WeTest /e At | 88.W: Tt/ Proto_|Biack & white:roto | | ;
Piiti-pae E
Gray Scale T 1‘ POF 6
S il Switch
| e ot Colar: Glassy Poto
— o2 S A4
. St o, 0001 Fh-‘o..l.\.'- ko
Auto Color Select | Coleur Mads: Black & White

P Dl Pesition

RICOH RICOH

Drop Out Color From Documents

Select Document Types Check file status.
P —)
. Scamed Fles Statis Eit
Scan Settings
The curent scamned files status is displayed.
s Ty GSIIAI 9 9 Date / Time Destination Senver File Name Stats
; [ J Scan Type \[ Resolution \[ Scan Size \F
Drosot ol G | (x ||5J.n, 1620 |E2AB0D COPANY L5 M4GELES FAC Witig...
TTTTI—— Select Scan Type. Win 919 Bfaris Office (gl
; W G 'I ™ ; ‘Black & White: Te><t“ B & W Tewt / Line Art H B & W: Tewt / Photo ‘ W)p, 0918 EPRISOTIE  + 1 LOS MMGELES FAC. frar
09 4n. 0918 Dics—server LS AMGELES FAC. (ompleted
Wiclos Faew to Bua Gray Scale 19 dn. 0918 PIRTS OFFICE 1 L0S ANGELES FAC Ganceled
(ol (9 kn, 0% E] L .
rrow oo [ e s ! “
2 1040 097 EBarlin Office (ol
Full Colour: Text / Phata] Fll.Colour: Goss Photo Bin B0 EPRSKE TR GFIE 1
09 )n, 0905 EPARIS OFFICE LONDOH (FFICE T
09 )n, 0905 ETORYOD OFFICE LONDOH (FFICE ookt |
Auto Colour Select

(Note: Screenshots are provided for reference purposes only. Your display may vary depending on your operating system and device.)



Viewing the Job at your Desktop

Email with Subject, File name and

R o L e =18ix|
| Fle Edt View Tools Message Help

¢ ® al X 0 O '

o
Reply  Reply all Forward Print Next

& Printer settings.

Ay

Addss Subject entered at MFP

From: M

pate: Thursday, March 29, 2007 2:05 PM

To: stul @ricoh.local

Subject ' Attached file named
Attach: T pdt

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 o Message added to email

RICOH

(Note: Screenshots are provided for reference purposes only. Your display may vary depending on your operating system and device.)
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