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Copy




Login & logout with Password

>

TolLogin:
Touch on the User Code and use the Keyboard provided to enter the code

Log Out:
Hold the Reset Key for 3 second

Color/Black & White Selection

To copy color documents, select “Auto Select” or “Full Color”

Note:

The difference between “Auto Select & “Full Color” isthe charging part. For Auto Select machine will
auto detect Color or B& W and charge according but if Full Color is selected even though documentsis
printed out in B&W all charges fall under the Color Click Charge. 4




Reduce/ Enlarge

Reduce/ Enlarge- Touch on the reduce/enlarge, you will see different
percentage.

To adjust the percentage, touch on the “100%", keypad will appear and
key in accordingly to the percentage required.

Copy Features

Adjust the quantity — Either select the (-) or (+) or touch on the no for keypad to appear.
Density — Swipe left of right to adjust the tone of the document to be lighter or darker.
Select Tray — Allow you to select the tray to pick up the paper.

Sort — Documents output will bein overlapping position.

Rotate Sort — Documents output will be in landscape & portrait.

Staple [optional] — Select the position for stapling (up to 50 sheets for staple & 5 sheets for
stapleless staple)




Bypass Setting

Select the “Bypass’

Select the paper size either to “ Auto Detect/ Regular Size/ Custom Size”
Paper Type — “Recycled Paper/ Color Paper/ Letterhead etc.”

Paper Thickness — For thick paper, select on special 1, 2 or 3
Press“OK”

Original Type

Original Type

Text — For originalsthat contain mainly text or printed characters

Photo — For photographs or pictures

Text/Photo — For originals that contain both texts and photographs or pictures
Generation Copy — For originas that are copied. The copy image can be
reproduced sharply and clearly.

Light — For originals that have lighter lines written in pencil, or faintly copied
dips

Map — For maps originals

Advantage: The above mention functions will enhance the print out of your
documents.




Batch

Batch — To copy large quantity of originals at one time by scanning in
batches. The “ Sort” Button must be selected in order for batch to
work.

Mixed Sizes

.
>

Mixed Sizes

Allows you to copy originals with different sizes[E.g.: mixture of A3 & A4 sizes paper] without
having to separate them.

To use the feature
Select “Original Size”
Select “Mixed Sizes”




Other Features

lsided — 2sided- Combine 2 single originalsto double sided documents.
2sided — 2 sided - Copy double sided documents to double sided.

1sided —, Comb 2orig- Combine2 single originalsto 1 page.

lsided — Comb 4orig- Combine 4 single originasto 1 page.

Create Margin is used for copying of documents with words that are near to the edge.
ID Card Copy - To photocopy IC/Name card/ Cheque or any small item into one page.

Staple (Optional)




Document Server




Create New Folder for Document Server

Select “New Folder”

The following scr
folder select on “Folder Name”.

will appear. To name your

To change “Folder Number” & “Folder
Password” select on the individua tab.

Screenshot when you select on “Folder Number”

—
Folder Name Cancel

------E--EEEE
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Enter Folder Marne, then press [OK].

[ snielodk || shire | | Space \

B! r
I Text Entry H Symbol Entry H User Text ‘

Screenshot when you select on “ Folder Password”

Screenshot when you tap on “ File Name”
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Store Documents into Document Server

‘@ Document Server
<File List>__.

Thurnbnails | Mo, | Folder Mame Created Date/Time‘Sel. File

E | - EI Shared Folder ‘
|

001 @7 [test 20 Sep.  09:43

Lizt
E 0
| Display All Folders | | ey Mew Folder B

Search by Folder No. Edit Folder

Search by Folder Name m
=) |

F 2013
, 8

20
9143

To scan in the documents, select “To Scanning Screen”.

% Back toFilelist | | Check Modes |

(" Auto Color Select ) 1T W N20D3E 0|4 U ect whether
uto Color Select = @ =] [J = 7
to scan your
Aol AL AL | AZ | AR your
Full Coler feeth Y documentsin

Color or Black

100% & White.

Create Margin

| \Black & white” [
A3+44 Adap3 g 30

W Full Size: || Auto Rechuce / Enlarae i s

1 sided*Comb 2 orig 1 sided*Cornb & orig 1 sided*Comb & orig
Text / Photo

el 2 Sided Cric. . 1]
Others Top to Top ﬂm _> H -j ->
o |huto Densitvl > | »

— ||arget Fldr. to Store User Narne i Password

N\

fRlemI Special Original ‘ Edit / Color || [@p[ex/Combine Reduce / Enlarge

To scan double-sided documents

Select “File Name” to name your file.

To store into different folder, select on “Target Fldr. To Store”.

1
Select “2 Sided original Topto Top” 2. Toinput “User Name & Password” select on the individual tab
3

Once you are done press “START” to scan in your dOﬁIments.




Preview Document

t

|20 Sep.  0%43 |

To preview the document
Select on the desired folder that you have store the document.

Once you have selected the desired folder, machine will Select the document
display all thefiles that are stored inside. Select “Preview”

12




If the document
isafew pages,
select “ Switch”
button to see the
other pages.

To zoom in the document, sdect “Zoom In”.

Print Document from Document Server

To print out the documents highlight on the
document. Then hit on the “Start” button —

13




Duplex Printing

Select “To Printing Screen” Select “2 Sided Copy Top to Top”
Press “ Start”

File Management

O

To change the File Name This screen will appear and you can
Select “ Change File Info” change the File name from here.

14




Delete Documents from Document Server

-@- Docurnent Server
<File List>

) print.

L Vintgredlts Type | User Mame File Mame | Date ‘Page

Display AlL

User Mame

File N m

To Scanning Screen

Select the documents that you want to delete.

©

iles can be printed continuously.

Thurnbnails Type | User Mame File Mame

01 June 15:3%

List

Display AlL

User Mame

File Mame

To Scannina Screen

Select “Delete File’
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Are you sure you want to delete the
following file?

User Mame:

File Marne: Form

1 JUN 2012
15:40

Select “Yes’ to delete the document

-
=

Deleting the following file...
Please wait.

User Narne:

File Mame: Form

1IN 2012
15:40

Once you hit on yes the above screen will appear.

16




Fax
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Manual Faxing

Touch on the &

Select “Enter No. Manually”

Key in the fax no using the keypad
Select “Finished”

Press“ Start”

-

Fax from Address Book

>

Select the company name that you want to fax
Press“ Start”
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Select “Setting”

Select “Original Settings’

Select “2 Sided: Open to Right/ Left
Select « twice

Broadcasting Fax

Select

Key in the fax no. using the keypad

Select “Input Another”

Key in another fax no. (Up to 500 destination)
Press “Start” once you finish keying al the no.

his allow you check how many nos. you
have entered and check if the no. is entered
correctly. 19




Job Status

To check the status of your fax

O Select “Job Status”
Select “ Transmission Result”

Immediate Fax

Select “ Settings’
Select “Immediate Transmission”
Select «

|mmediate Fax
O

20




Print Journa

Select “Job Status”

Select “Print Journa”

Select “All”
Select “Print”

O

Fax Journal

21




Fax Report by Per File No. (Individual Fax Report)

-

>

Select “Job Status”

Select “Transmission Result”

Take down the file no. and exit

Select “Print Journal”

Select “Print per File No.”

Touch the file no. and enter the (4 digit) no. using the keypad and press done
Select “Print”
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Register Fax Number

Program / Change Address Book

| harmes, H Auth. Info H Protection || Fax Dest. H E-mail H Folder ‘

WFax Destination

P International TX Mode
Fax Header and Label Insertion are also available for
internet fax and IP-Fax.

W-Fax Header

WLabel Insertion

e

I( Names )‘ Auth. Info H Protection H Fax Dest. H E-rmail H Folder H Add to Group ‘

Phame

Come D

WKey Display

WRegistration No. 00006

PDisplay Priority o]
T+ High = 10: Low

il

Change

Select

Select “Program New Destination”

Select “Change” to enter the fax no.
Select “OK”

Select “Name”
Touch on the “Change”

23




—
Narne Cancel

Enter name, then press [OK].

ABC PTE LTD »
Il 1 N e
[jlﬂﬁjllﬂﬁﬂjilﬂmj

Er IE Srace | L e ]

m! I
I Text Entry || Symbal Entry H User Text

Program / Change Address Book Cancel

| Marmes ‘ | Auth. Info | ‘ Protection | ‘ Fax Dest. ‘ ‘ E-mail ‘ ‘ Folder ‘ ‘ Add to Group ‘
Parme

Change
P-ey Display PReaistration No. 00006

P-Display Priority
1: High - 10: Low

.
.

Change

Program / Change Address Book Cancel

| Marmes H Auth. Info H Protection H Fax Dest. H E-mail H Folder H Add to Group ‘

PSelect Title

SR = Y Y I D I e
Title 2 |Frequentﬂ_?"|:\‘ ‘ T u = ‘ﬁm 10 ‘

Title 3 Freet| 0z | 5 s s ]

27

A Previus

Enter the company name using the
keyboard, and press “ OK”

Select “Next”

Index according to aphabetical order
Select “OK”

Thiswill be your stored destination

24




Edit / Delete Destination

Select “ Address Book” from the Home Screen

Edit Fax Destination

Address Book Managerment

j’PE)gramA/ Change\tb

Delete |

= T

Press [Mew Prooram] to add new or select from List below to edit. Selection can he made with the Number keys.

Proararmmed: 342000

| Search | Mew Prooram

‘ All Useys \‘ User Code \‘

Fax \

Emall \| Folder 1\

[Frecuent | 48 | oo [ EF || oH || 1k || Liwv | oro || RoT | uw | xvz |

L00123]
demo—pc

00002
demol

Lono1]
ABC PTE LT
D

Logged in: Machine Administrator

Select “Program / Change

Select the destination that you wish to edit

25




Delete Fax Destination

Address Book Management

Select a key or enter n with the Nurmber to delete.
| Program / Change&‘ l Delete Programmed: 242000

7
[ All Users \[ Usey Code \[ Fax \[ E-mail \[ Folder \

|Frement | 48 | t,zﬁ/ EEI I ES BRI
/1

Lo0123]
demo-pc

Lonoo ] 00013
demy] ABC PTE LT
D

Select “Delete” first
Select on the company that you want to delete
(EG: ABC Pte Ltd)

Are you sure you want to delete the
following user?

[000013 ABC PTE LTD

Logged in: Machine Administrator

Select “Yes” to confir
Select “Exit” after you are done

26




Scanner

27




Scanner Features

> @

Either “E-mail” Or “Folder” must be selected in order to start scanning.

Manual Entry for Email Add

Select “ Scan to Email”
Select [

Select “Enter Using Keyboard”

Typein the email address
Press Done

28




Send Settings

To change the setting for scanning
Select “ Send Settings”

Color/ Black & White Scanning

O

Under “Send Settings”

Touch on the 1% icon as shown on the picture above, and select
accordingly.

Press «




Under the “ Send Setting”
Select “File Type”

Select thefile type

Press «

File Type

O

O

Under “Send Settings”
Select “Resolution”
Press «

Resolution

30




-

Under “Send Settings”
Select “Original Settings’
Select “2Sided Open Rt/Lft”
Press «

2 Sided Scanning

O

Under “ Send Settings”
Select “ Scan Size”
Press «

Scan Sizel Mixed Sizes

To scan adocument that isirregular size
Select “Regular Size/ Custom Size”

To scan an original with different sizes [E.g.: mixture of A3 & A4 sizes paper] without

having to separate them

Select “ Auto Detect: Mixed Sizes’

31




File Name

Under “ Send Settings”

Select “File Name”

Touch on the “File Name” and use the keyboard to enter
Press“OK”

Press «

Register New Email Address

Select
Select “Program New Destination”




Program / Chanoe Address Book

‘ Names H Auth. Info H Protection H Fax Dest. H E-mail H Folder ‘

P-E-rrail Address wmtan@ricoh.sg

PUse E-mail Address for ‘ E-mail / Internet Fax Destination ‘ ‘ Internet: Fax Destination Cnly ‘

PSend via SMTP Server ‘ COn ‘ ‘ Off |

This function is only available for internet fax or E-mail sending by fax.

Enter E-mail address, then press [OK].

[ shift lock | shiet | | Space |

Text Entry

Proar, hange Address Book
MNarmes,

Auth. Info H Protection H Fazx Dest. H E-mail H Folder H Add to Group |

Plame

WKey Display WRegistration No.
WDisplay Priority m 172
1: High - 10: Low \:I

Enter name, then press [OK].
ABC PTE LTD_

EraEE N Space | I I e ]

-i Tesct Entry i ‘ Syrrbol Entry ‘ | User Text

o | |-

Highlight “Change”

Key in the email address using the keyboard
Press “OK”

Highlight “Name”
Highlight “ Change’

Key in the company name using the keyboard
Press “OK”

33




Program / Change Address Book

Cancel

Folder ‘ ‘ Add to Group ‘

| Marmes H Auth. Info H Protection H Fax Dest. H E-mail
Parme

Change
P-ey Display PReaistration No.

[_ome_|

P-Display Priority
1: High - 10: Low

Change

Program / Change Address Book

00006

Names H Auth. Info H Protection H Fax Dest. H E-rmail

PSelect Title

Title 1 reauent || e8| o [ & | o [ 1k J[om J[opa [ st JLum
¢ EEEnDonEnDE
Title 3 I

27

A Previos

Press “Next”

Index according to alphabetical order
Press “OK”

Thiswill be your destination




Edit/Delete E-mail Address

Select “Address Book Management” from the Home Screen

Edit Email Address

Address Book Manaoement

Press [N aidd riew or select from list below to edit, Selection can be made with the Number keys.

q: Program / Change D [elete |

Programmed:

472000

| Search

Mews Program

‘ All Users \‘ lser Code \‘ Fax

| Emal O\ Foldr O\

|Frequent | 4p——erFr s om || oro | RT | v || vz |

[00123] [00002] L00001] [00003]
demo—pc demaol ABC PTE LT||Wei Ming 141
D

Logged in: Machine Adrministrator

Select “Program/Change”
Select the destination that you wish to edit

Switch Title

35




Program / Change Address Book | cancel || ok |
| hames || Auth ifo || protection || FaxDest. ||(" Evmail Y|  Folder || Addto row |
W E-mail Address wntan@ricoh.sg

P-Use E-mail Address for | Exmail / Interet Fa Destinaton | | Intevet Fax Destination Only |

WSend via SMTP Server | On | off |

This function is only available for internet fax or E-mail sending by fax.

Logaed in: Machine Administrator

Select “Email”
Select ‘Change” to edit the email add
Select “OK” once done

Delete Email Address

Address Book Managernent
Select a key or enter numbeWhe—Numt&l«eys to delete.

| Prooram / Change | ‘( Delete )‘ Programmed: 342000

[ —
‘ All Users \‘ lker Code \‘ Fax \‘ E-rriail \‘ Folder \

[Freauent || #8 | oo [ € | 6H [ 1ok || v | opo [ RsT [[uw | 07 |

L0023 [B o000t}
demo—pc demol ABC PTE LT 141
0

Select “Delete”
Select the destination to delete




Are you sure you want to delete the
following user?

[00003] Wei Ming

Select “Yes” to confirm

Select “Exit” once completed

37




Print/ Scan

(From Memory Storage Device)

38




Print (Memory Storage Device)

Q Select “Print /Scan (Memory Storage Device)

Select “Print from Storage Device”

Select “USB”

O Select the file to print

39




To change the setting, select “Print Settings”
Press “ Start”

Y ou can choose to preview the document
before printing
Select “Preview”
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Scan (Memory Storage Device)

O

Select “Print/Scan (Memory Storage Device)

Select “USB”

Press “ Start”
- You can choose to scan into any folder

by selecting the folder.

To change the scan settings
Select “Scan Setting”

41




Scan (Memory Storage Device)

Select 3

Select “OK”

Y ou can now safely remove the memory
storage device.

O

42




Printer




Printing Preferences

Above isthe screen you will see when you select “ Printer Properties’

L ocked Print

Under “Job Type”
Select “Locked Print”
Select “Detalls”




Enter your “User ID & Password in the box provided.
Select “OK” and send for print

Release “ L ocked Print” documents on the machine

Select “Quick Print Release”

45




Select your name

Enter your password

Select the file to print
Press “Print”

46




Input Tray

/

Select “Input Tray” if you want to use bypasstray or other tray selection.

Paper Type

Click on “Paper Type” to select the type of papér that you have load in the device

47




Detailed Settings

>

For advanced settings, select “Detailed Settings’

User Code

O

Select “Job Setup”
Under the “User Code”, enter your password
Select “OK”




L ayout

O

Select “Layout”
Select the desire layout
Select “OK”
2-sided Printing
Select “Edit”
Select “ 2-sided” 49

Select “OK”




L an-Fax




L AN-Fax

Select “LAN-Fax
Select “Print”

LAN-Fax

Addrese Book  \§pecify Destinatiol 1 Send Options | E-mail Settings

Tvpe: ——

g Fan - Send & Print
[~ Use device address
Cancel

Pause Help
Line:

G3 - Uszer Settings..

Edit Caver Sheet...
* w Edit Address Boak...

Fax Number:
53546324

List of Destination: 1]

Contact Name | Company Mame | Department W Mo, / Address ‘

@ ‘ bt

Select “Specify Destination”
Enter the fax number
Select “ Send”




Troublesnooting




Adjust Paper Tray

. Press and shift according

to the paper size
. Movethe handletill it
touches the paper
Feeder
If you encounter paper misfed on the top feeder, please lift up the handle of the feeder 53

and remove the paper.




Machine Area

For clearing of paper misfed, please open the handle on the right hand side and remove
the paper accordingly. Use the blue tap to lift up to clear the paper that is jammed.

L oading Toner

For changing of toner, please remove the front cover and pull out the toner.




Changing Waste Toner Box

To change the waste toner box, open the cover and replace the box.
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