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Functions Keys--select desired function from the hard buttons on the left or in the touch screen.
Reset—clears all settings back to the defaults.

Program—allows you to save desired settings

Interrupt—use this fo make a quick copy in the middle of a longer copy job. Press interrupt, program desired settings and press Start. Copier will
not stop running until the interrupt job is started. When finished, press Interrupt again to exit that mode. First job will resume printing where it
left of f.

Number keys used to enter desired quantity or user code if required.

Clear-clears quantity only.

Sample Copy—enter desired settings, including the total number of copies. Press Sample Copy instead of Start to view first set. In the touch
screen you will have the option to Continue or Suspend.

Stop—Use to stop Copy, Fax, and Print Jobs.

Start—Diamond will be lit if ready, if you see a red mark (bottom center of button), read the display near the top of the fouch screen.

Energy Saver—press to bring out of Energy Saver mode.

Login/Logout—for admin use only. To clear user code (if using) press the Reset and Clear buttons together.

User Tools/Counter—Administrative settings used to configure copier. Counter is the meter reading on the copier since its “birth".

Simple Screen—Basic functions with a larger display screen, available for all functions.
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Simple Screen for Copying

O Ready

Auto Select ™ F;pr.SeLect
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Paper Select, when you press this the various paper trays will be displayed
Auto R/E—automatically reduces or enlarges any standard paper placed in feeder to fit to letter sized copy. A different paper size can be selected
by choosing Ppr. Select and then the tray you want fo use.

. Two sided copy options

4. Image combination options

Sort—automatically produces copies in collated or 1, 2, 3 order. If this is not highlighted, copies will be stacked by page number—all of page 1, all of
page 2, etc.

Staple position in upper left corner

Key Color will change display colors. Pressing Key Color again will change it back to the yellow and blue display.



Copy Features

Copier || Check Modes |

QReady R e _‘O,riginal‘ ”‘Quant‘it‘y‘ Copy‘_ :
Press the Sample Copy key to make a single set.
Auto Paper 1|'EJD 2 14 L w8

seioctp | 82%11 | 11%17 | Bwass | 5

Full Size 6 Auto Reduce / Enlaroe 1 O O%

1 sided?2 sided:TtoT 2 sided?2 sided 1 sided?*Comb 2 orig

8
6@2 @2‘) @2 ’ / ‘ -> ” Create Marain
T TN Sort Stack Staple
2 | « Jhuto Density |

993 pepe)
[E——

R]f&] Special Original Fini;bing | Cover/Slip Sheet || Edit / Stamp Dup./Combine/Series || Reduce / Enlarge

Store File

Text
Text / Photo

Photo |
Pale

—
T 1

Generation Copy

Original Type—make appropriate selection if document is something other than black text

Lighten/Darken Images. Auto Density washes out background color for originals that are on pastel colored paper.
Special Original— special handing for originals Batch, Mixed Sizes, Original Size (Custom Size) see next page for details.
Message area—copier will prompt you if it cannot perform a function or if it needs more information.

o s wn =

Paper Tray Selections, indicates size (based on position of guides in drawer), orientation of paper and amount of paper available. For best results

ALWAYS fan the paper before loading trays.

6. Auto Reduce/Enlarge—automatically sizes any standard paper size to fit to letter. You can also choose another paper size if desired. Bypass tray
holds up to 100 sheets of plain o middle thick paper.

7. Shortcuts for two sided copying and other commonly used keys.

8. Create Margin—performs a slight reduction and centers image. Use when you have printing/image edge to edge so that you capture the entire image.

9. Finishing Options—these may vary for your copier. Hole punch and folding will be in this area IF your machine is configured with them.

10. All copier options broken down by category.



Main Copy Screen

Note: some features may vary depending on your model.

L Auto Paper . I 3|I=] L
selecew | 0511 | 811 [ B5x11] 11

Pale |
1 sided® 2 sided:TtoT 2 sided*2 sided 1 sided*Comb 2 onig 1 side

(eneration Copy = e
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Sort . Stack Steple

Jpes]> ] [ 5555 Wl 0o [

11215 i

Full Size | Auto Reduce / Enlarce i i

- |

Special Original Types:
¢ Select box above exposure area
Photos
o Select "Photo"
Documents with Graphics or Shaded Text Boxes

o Select “Text/Photo”
Copy of a Copy

o Select "Generation Copy”
Pencil or very light images

o Select "Pale”

J StoreFile “&m Mades I

Tk { Bt

At Paser
Silpothe

Pl Siem | At Racdice £l ;Jf:, ?-I':f.l: 3% 100%

] MY
1117 | &

1 sided* 2 sided:TtoT 2 51ded*2 soded 1 sidod®Comb 2 orig 1 sided*Comib 4 orig

(-7, | W14

(S e

[« ﬁitﬂﬂensiwl:l j@ L’.-_JLiJ wim| [plm)| m)w) R

Finishirg

Special Criginal
| OK

Batch

Mixed Sizes

Criginal Size

Criginal Crientation

(wltnl | (=]=)

Batch—use when you have more
originals than the feeder can hold or if
you need to copy some items off the
glass and some through the feeder.

Mixed Sizes—pulls the appropriate
paper size for each original

Original Size --used to input the actual
size of d small book




Copying in Color on the MP C models

@ Copier

2 O

Auto Color Select
Full Color
Black & White

1 sided*2 sided:TtoT 2 sided*2 sided
Text / Photo

Others K IZZ Izz-) @2
= m Sort Stack Staple
o |Autoensity | Eﬁ[‘ﬁ Eﬂ

Edit / Color Dup./Combine/Series | Reduce / Enlaroge

{' Store File l I Check Modes |

18012 03UW04d0) L&
TS B1sx 11| 8% 11 | 8'5x14 | 11%17 | Beass

Ready

Press the Sample Copy key to make a single set.

Full Size |  Auto Reduce / Enlarce

1 sided?*Comb 2 orig

} " Create Margin

(RIER] Spedal Original ‘F_i'?i‘:"hi’?g

1+ Copier
Copy of a Copy

o Select "Generation Copy'

Pencil or very light images

Others o Select "Pale”

o

Generation Copy

Tiny fonts, thin lines
o Select "Map”

Pale

Map

When you want to make color copies, select Auto color
select. If you have some originals that are black and
white mixed in with your color originals, the black pages
will print using black toner. The color pages will print in
color.

If the copier misreads a color page, because the image is
very dark, Full Color will force the copier into color mode.

Full Color would print all pages using all 4 toners, which is
more expensive copy—you don't want to use that as the
Color default.

'




Paper Tray Settings

Dzeu3uc)s4ds)| =
1

1 2
o Fener Blsx11 | B'4x11 | B'5%14 | 11%17 || Bypass

When the bypass is highlighted, pressing the # key will bring up menu options for this tray. Options will vary by model.
If using overhead transparencies, be sure they are made for a COPIER.
For label stock, Ricoh recommends Avery Laser Labels. MNever use inKjet products in copiers.

For best results ALWAYS fan the paper by pinching the edges between your thumbs and fingers and move your wrists back and forth before
loading trays. This gets air between the sheets, which breaks the static hold and flattens the natural curl of the paper. Also be sure there are
no damaged edges and that the paper is in a straight stack. If changing paper sizes in a drawer, be sure the paper guides are right up to the
edges of the paper. If your copier has a tandem (split trays for letter size paper only), be sure to only load paper in the left side and let
copier move over to the right when that side is empty.

Bypass Tray Paper Weight Guide

Paper Thickness .
Color Copiers
Paper Thickness *! Paper weight Paper Thickness Black & White Copiers
. . *] .
Thin Paper *2 52-59 g/m? (14-15 Ib. Bond) RS T e
5 Thin Paper “2 52-59 g/m2 (14-15 Ib. Bond)
Plain Paper 1 60-74 g/m* (16-20 |b. Bond)
Plain Paper 60-81 g/m? (16-20 Ib. Bond)
Plain Paper 2 75-81 g/m? (20 Ib. Bond)
Middle Thick 82-105 g/m? (20-28 Ib. Bond)
Middle Thick 82-105 g/m? (20-28 Ib. Bond)
Thick Paper 1 106-160 g/m? (28 Ib. Bond-40 Ib. Cover)
B 2
Thick Paper 1 106-169 g/m?* (28 |b. Bond—90 Ib. Index) Thick Paper 2 161-216 g/m? (60-80 Ib. Cover)
Thick Paper 2 170-220 g/m? (65-80 Ib. Cover)
*1 Print qua|ify will decrease if the paper you are using is close to the minimum or maximum weighL
Thick Paper 3 221-256 g/m2 (80 Ib. Cover—140 |b. Index) Change the paper weight setting to thinner or thicker.
Thick Paper 4 257-300 g/m? {140 Ib. Index-110 Ib.
Cover)

* 1 Print quality will decrease if the paper you are using is close to the minimum or maximum weight.

Change the paper weight setting to thinner or thicker.

*9 Depending on the type of thin paper, the edges may crease or the paper may be misfed.



Reductions & Enlargements

Full Size |Auto Reduce / Enlaroe -

1 shded? 2 sided: Tto] 2 sided* 2 <ided 1 sided*+Cormb 2 wrin

m*@-& @{) 2 4 "E Create Margin.

Auto fit to letter size paper

¢ Select "Auto Reduce/Enlarge” --Copier Automatically chooses Drawer 1 and sizes document to fit Letter sized paper. Other
paper size can be selected if desired.

Copies are cutting off the image at edge of page
» Select "Create Margin”. Document will be reduced slightly and centered.

Select your own percentage for reduction or enlargement
Select "Reduce/Enlarge” at the bottom right of the copy window. Select Number Keys to enter %, using numeric keypad.

| Check Mades |

Text / Photo

it 1802MWD i
Suel(ézctaﬁ\ver 8ax11 | 11=17 ] eopass

Photo -

] Select item. I oK
Mumber keys ||+ Size Munificaton | Di. Size M. inch | Direct. Meg. %

121%|129%|155%||200%!}1400%
8214 gxll || swexse || svemwe
1x] 1Lx]7 iz x]d 11x]

Generation Copy
25% || 50% (BEM /3% (| 78% ||85% [ 93%
1317 1y 11215 Bkl 81x13

L] —
4 imum:;] :’ . » |!
1y B Rewii % 11| 75 5
RICE Special Criginal ! Finishing Edit # Stamp | Dup./Combine/ Serie: .

Full Size




Finishing Options

TS pepe|EeEs [S)

Sort will output copies in set order (collated). When making multiple copies of 1 original off the glass, turn sort off (by

pressing button if highlighted) before you press the Start button. If you forget, simply press the # key after the first
copy comes out. This lets the copier know that you don't have any more originals to be copied. Whenever possible, use the
document feeder and you won't have this issue.

Stack will give you all the first pages, all the second pages etc and will offset each section.

Some units may be equipped with stapling and/or hole punch capabilities.

Staple position is indicated by the small slash marks on the page. If your unit has a saddle stitch or 2 at Center staple option,
you must copy onto landscape paper.

Punch will do 3 hole and on some models 2 hole punch

Remember the images on the copier's menu are always as you are looking at the originals either in your hands or in
the feeder. Don't think ahead if you are placing it on the glass. As you are looking at the document, where do
you want to staple, shift, erase, etc.

Basic Options on Main Screen

S Key:
Flat sheets = single sided
@" Curled sheets = double sided

(30, E-0.

1 sided—2 sided--prints for originals that are single sided, that you want to make into double sided copies.

2 sided—2 sided--for originals that are double sided and you want the copies to also be double sided.



1 sided—Comb 2 orig—can be used to combine 2 full sized originals onto the front of 1 copy. This can also be used for
the front and back of small items, such as insurance cards or checks. See instructions below.

How do I copy the front and back of small items like insurance cards or checks

I\—Store FTle—:J l Check Modes I

1 24O
|
Text /Photo 8 | SelectP 8211 | 1117 | Byvass
Photo
Pale Full Size || Auto Reduce / Enlarge 10 o%
. 1 sided*2 sided:TtoT 2 sided*2 sided 1 sided®Comb 2 orig I
2 @2 @{) @2 E 312 |I2reate Margin
Y . Sort Stack Staple l
o JAuto Density | > . .
L e ‘ e Press "1Sided—Comb 2 Orig"
I Finishing Cover/Slip Sheet ‘ Edit / Starmp | Dup. /Combine/Series I Reduce / Enlarge ° Place or‘ig ina' on glass in upper‘ lef'r corner

as shown

e Close feeder cover

e Press Start, Press Start again when Can't
detect Original message appears

e Flip original over, place in same area on
the glass

e Press Start twice again




Any other options for two sided copying, image combinations, image separations or book copying is found under
Dup/Combine/Series

Dup/Combine/Series

Note: If your copier's default is 1sided —2 sided and you need just single sided copies, press the 1sided —2 sided
button to turn that feature off for this job. When you press Reset, it will go back to two sided copy mode.

@ COpier l Store file ‘H S 1 Vo Copier [ Store File H Check Modes }
\\/ Re dCl Quantity ||Copy
0
Text 1T802W0) L& ot 18 0l2wo 34
Auto Paper| gt —
|l ) ORES Gt ]| 111T | 510
Photo Photo :
Pale | Full Size ‘ Auto Reduce / Enlarge 100% ! — Duplex elect item. @
T o I 1 sided*2 sided:TtoT 2 sided>2 sided 1 sided Corb 2 orig f T X @2 @2 5 @2
(1902, @12 [ Rino)] G (o= o
— St Stk Stste Book [ 1Sided>25ided | [ 25Sided>25ided |
< AutuDensityI :l BrelmeE H’ [wesatwte ]|| [ Orientation |

Finishing Cover/Slip Sheet | Edit / Starmp | Dup./Combine/Series || Reduce / Enlarge

{R]Fm) Special Origin l_ ]Cover/Slip SheetJ‘ Edit / Stamp upJEombine/Series l_
112 -

J

Main Copy Screen Duplex--two sided copy options



Store File \l | Check Modes l

Text / Photo

Auto Paper,
SelectM

18
82x11

11x17

bjzWo

23
Bypass

Photo

Duplex

Spread Dplx.

Select original and copy type and / or orientation. l Cancel

Original:

2 Sided

1 Sided
£ uiM¥on

Copy:
|conkine 1 Side| » | 2 Originals |

I 4 Qriginals I

(Cantine 2 Sice

Finishing

Cover/Slip Sheet

Edit / Starnp || Dup./Combine/Series | Reduce / Enlarge

Combine—puts multiple originals on 1 copy

Press the Sample Cop

¢ to make a single set.

0

Sfore File ‘ I Check Modes l

Generation Copy

| [_Corbine_|

Series

M Book |

Qriginal:

2 Sided

T
uto Paper|| g,
Tt/ toto | selectr || 82%111 1117
Photo = : :
Select original and copy type and / or orientation. @

Copy:

Booklet:
,

2 Origls. per Page

>P
4 Origls. per Pag%

Spread Dplx. ‘

8 Origls. per Pag%

« Jhuto Densitvl :I
u
Check IP

Book-is used to create newsletters and programs from single pages

Finishing

Cover/Slip Sheet

Edit / Stamp | Dup./Combine/Series | Reduce / Enlarge

Pale

Generation Copy

h Store File M Check Modes l

Oviqinal Quanﬂh-' ‘:npa"

Auto Density |

Series—separate double sided originals or books into 2 separate pages

Text / Photo

1 Series I
Book

- [Euzug as
UTO Faper |/
Text / Photo 8 | SelectP 82"11 11%17 | Bwwass
Phot
— Select item.

[ - L]

Top to Top

Cancel

| 25iked>1Sided |

| Soread>1Sided |

Soread Dolx. || | Ovientation |
Finishing Cover/Slip Sheet || Edit / Starmp || Dup./Combine/Series | Reduce / Enlarge

StoreFile | | Check Modes |

Auto Paper 18"2;1

Select

2D
11x17

(3
Bypass

Photo

Generation Copy

-

[Tl >

~ Select item. @
51 W
Top to Top
Bk || | Seead>2Sied | | Soread>2 Sided Goread) |
H Spread Dplx. ’W\

Finishing

Edit / Starmp

Dup./Combine/Series || Reduce / Enlarge

Spread Dplx—are your book to double sided options




Making booklets from single sheets of paper
Copler |[_StoreFite ) | Gheck Modes | e Press "Dup/Combine/Series" on main copy

e i 1
Press the Sample Copy key to make a single set. 1 0

180zw e Press "Book"

screen

Text

Text / Photo
Photo

‘;“;f;ff‘;ef Bix11| 11x17

¢ Under Original, select appropriate setting

Select original and copy type and / or orientation. Cancel I for how your or‘igina|s are prin'fed

- ne || Original: T : e Press "Magazine”

”j”:ded OF;ZOklet Do not Combine 9

EEEN > @ 2 Orils. per Pasd e Leave Do Not Combine turned on

—— 1 Book | @ M 4 Origls. per Page e Press "OK"

< JAuto Density | ‘ .

Spread Dplx. : H

E=mm JIEETTE B s vr Pad o Select the size paper you want to copy
Finishina |\ Cover/Slip Sheet | Edit / Stamp |} Dup./Combine/Series || Reduce / Enlarce on—it will default to the letter tray, but

MAY  1,2012 -

T s you can also use legal or 11X17

e If copying on letter paper you may also

Saple want to Center the image on the copy
E i 1 e Press "Edit/Stamp” (or Edit/Color)—and
ﬂ.‘-‘ I"EPI jl:' :fl? T then press "Centering” "OK"

If you have the 2 at Center (Saddle Stitch Staple Option), select that on the main copy screen. This feature will fold and
staple in the center of your booklet—not all copiers have this option.

Making booklets from originals that are already printed 2 up on the page (known as printer's spreads)
o Place originals in feeder in landscape orientation (so you can read the text) R e
e Select "1 Sided to 2 Sided" on main copy screen .-)@2 @; @2
e Select your paper size

e Select 2 at Center Staple if it is available

Note: If your unit has a saddle stitch staple option, you must copy onto landscape paper. For copiers that don't have this
finisher, you can use regular letter paper in portrait orientation.



Book Copying Options

Placement for book copying

The letter sensor lies along the 11” mark on the left side of platen glass. The Legal sensor is under the oval cutout on the right
side of platen glass. If both of these sensors are covered, it will read your document or book as an 11X17. For this size book,
align the area where the book is open with the 83" mark at the top of platen glass. If bottom of book is not quite reaching to
the 11" mark, you can slide the book a little further down so that the copier reads size as 11X17. Or proceed to next page for
small book copy instructions.

Legal paper sensor

11" mark =——> | °

Copying Just 1 Page When Book is Open 180)2YUD i
e On Main Copy Screen 8%%x11 1 11%17 || Bywass
e Select drawer than contains letter sized paper |




For smaller books, you will have to enter the overall size of the book when it is opened.

Auto Color Select

Full Color

Black & white |

Text /Photo

Crthers

[ Stoefle ||| Check Moges |

Original Quantity

aton TE 2B OD3E 0480 =
uokee 8] | Blxe1l | Box1h | 1117 | s
- | Full Size | Auto Recuice # Enlarge 1 OO%

1 sided>2 sided: TtoT 2 sided*2 sided

"He0.| @0,

1 sided*Cornb 2 orig

[TJ>[]

Auta Dersity | » |

[Rl(E Special Or

Sort Stack Staple

JUL - 9,2008

Spacial Criginal,
¥

Batch |

i Sizes |

-
| viealie |

sirmle w2t

Criznzl Size Caneel

fat Crizinal Sire,

Fegulr Sl

emart with the Mumber ke, than press &,

Crioral ke — P TE——
— . —inch
Crigiral O ientation . .
I wertical
w|tn] (o) | |

Press Special Original, Original Size, Custom Size, gently press down on binding, and enter the length and width of the open pages

Be sure you are measuring the bottom pages only, not the spread pages or cover so that you don’t get the black lines on the copy.

Press the # key to set size and OK
The scanner now only images the area you designated so there won't be excess black around your copies.

[ Swsric ] [Cdiioie |

Ready

Press the Sample Cooy key to make a sinale set.

Original Size
Set Original Size.
Reaular Size

[ Custom Size

Enter measurement with the Nurber keys, then press @),

> Horizontal
11.0 inch

“

i 1 ’3\/91:‘!&[ ‘

8. 2 inch

System Status ||




Copying from a Book onto Two Separate Sheets

Start copying from the front of the chapter and work your way to the end.
Be sure Sort (or Staple) is turned on if you are making multiple sets.

Enter desired quantity.

Choose Text/Photo if there are graphics on the pages.

‘ Store File ‘ | Check Modes I

N Y ORI
Uto Faper )
il 0 .
.. Pt : Select item. Cancel [ oK
Generation Copy @2 -2 i

qﬂ'_ Top to Top
Book [ 2sie>1Sided | || Sorear>1Sied | °

< JAuto Density | P |} oo Dol ’Wtion"J
Finishing Cover/Slip Sheet ||  Edit / Stamp |} Dup./Combine/Series ! Reduce / Enlarge

Book to Double Sided Copy

°
[ ]
AtoPaper‘]EJDZ&JD °
U I
Text / Photo | | SelectP Gl 1117 | Breass
Photo ;
- Select item. l Cancel oK
Generation Copy 1;2 - m l.iv.z _)E@s OR
Series Top to Top [
emmmm | [ B || [ ea2Sied | [ Soread2 Sided Gread) |
1
Finishing Edit / Starnp || Dup./Combine/Series |} Reduce / Enlarge

4 Address, Subnet Mask and Gateway Address WAV 1,2012 =
14584 -

Checl
(103)

Press "Dup/Combine/Series"
onh main copy screen

Select" Series"

Choose" Spread — 1 Sided"
Press "OK"

Select "Dup/Combine/Series"

Select "Spread Duplex"

On the far right of the screen, select
"Spread - Two Sided" to place facing pages
of book front to back

Select "Spread —Two Sided Spread" to copy
exactly as it is laid out in the book. This is
used if you have an image that spans across 2
pages, such as a map or timeline.



When you want to insert covers in your document

Before you can insert different types of paper you have to register what tray holds your covers or insert sheets. Options may
vary based on the number of paper trays you have.

How to register cover tray

RICOH

=
=

e On the control panel, press "User
Tools/Counter”

= Check

Dataln Status

P
€ User Tools / Counter / Inquiry

Q Systern Settinos e FD :ac :LT::}C senes E Espafiol

@ Address Book Mangmnt Printer Features m Inquiry e Press “Tl”ﬂy Paper‘ SCTTingS"

'[ Tray Paper Settings
@ Edit Home

Scarner Features

Extended Feature Settinas

00|00

éb Maintenance

123 Counter




E23 System Settings
Tray Paper
Settings |\

I Paper Tray Priority: Copier
‘ Paper Tray Priority: Printer

Tray Paper Size: Tray 2

Tray Paper Size: Tray 3 Auto Detect

e Press "Next"

\
\
‘ Tray Paper Size: Tray 4
\

Printer Bypass Paper Size Auto Detect

@ System Settings

Tray Paper | e Press "Next" again
Settings

‘ Paper Type: Bypass Tray Do not Display : Duplex On : Auto Paper Select Off

‘ Paper Type: Tray 1 Do not Display P ) : Auto Pap

L Paper Type: Tray 2 Do not ¥ 7 : Auto Paper S

‘ Paper Type: Tray 3 Do not Display :D O : Auto Paper Select On

‘ Paper Type: Tray 4

2/3 |A Pevios




EJ System Settings

Tray Paper
Settings

Cover Sheet Tray
Slip Sheet Tray

3/3 | A Previous |

Cover Sheet Tray l Cancel ” OK ]

Select item, then press [OK].

P Tray to Prooram P Apply Duplex
, Bypass Tray | ‘ Tray 1 | Yes | I No
’ Tray 2 | ‘ Tray 3 |
T4
PDisplay Time
At Mode Selected | | Full Time

o Press "Cover Sheet Tray”
e Select tray containing cover stock

If you want to print on the back side of the
covers
e Press "Yes" under Apply Duplex

If you do not want to print on the back side of
the covers
e Press "No" under Apply duplex

Display Time Options

At Mode Selected means it will only show Covers
in the Paper display when you select Covers/Slip
Sheets.

Full Time means that paper display will always
show Covers under the paper size

e Press "OK"
e Press “"Exit" until you are back to copy
screen including this screen.

@ You have exited the Features settings
screen. Selected function settings
have been cleared. Please re-select
the settings.

Exit




Insert covers in your document

Now that you have your cover stock location registered, you can program the copy settings.

Yo Copier Store File l Check Modes |
o 10

Auto Color Select .| ‘Ial/fTID gl/lij{‘lj 3'/%1[? %1%]175‘ . ()
Full Color Selecth || 072 2 2 ypass
Black & White
ot Photo Full Size | Auto Reduce / Enlaroe
e 1 slded*2 sided:TtoT _ 2 sided>2 sided 1 sided? Comb 2 orig

——| (10| 7

Sort Stack Staple

BERE

‘ > H Create Margin

<« |Auto Density | W

Edit olor Dup. /Combine/Series ” Reduce / Enlargel

JUN - 7,2012

& Copier Store File l Check Modes |

Auto Color Select \ .1[§j|] 2MO3 W Ol4
Full Color ‘ Bax11 | 8sx11 | 8514 | 11x17
Black & White

Cover, Designate and Chapter can be selected together. Cancel l OK l

Text Photo | -~ P S
Text bhoto Front Cover @ant/l%ack Cover @ Designate/Chapter @ Slip Sheet
| Copy | [ Copy [ \
Others ——
| Blank || Blank | [Desianate / Chapter| |

< JAuto Density | P>

#1 Sided Copy

f®]em1 Special Origi Finishing Cover/Slip Sheet || Edit / Color Dup./Combine/Series | Reduce / Enlarge
JN 7,2012
5:06PH

e Press "Cover/Slip Sheet” on main copy
screen
e Make your selection from Front Cover or
Front and Back Covers
o Copy or Blank insert

Do not place a blank sheet in the feeder if the
covers are blank. The copier knows fo simply
insert the cover from tray you specified.

e Make any other desired settings, such
as two sided, staple etc.



When you want to insert color sheets in your document

Before you can insert different types of paper you have to register what tray holds your covers or insert sheets. Options may

vary based on the number of paper trays you have.
How to register tray holding insert sheets

RICOH

-
R
.
o
o)

e
Check

Datain Status

© " ' !

€ User Tools / Counter / Inquiry

: Copier / Document Server S %
° System Settings F c,% Espariol
@ Address Book Manamnt Printer Features m Inquiry

Scanner Features

Tray Paper Settings
ﬁ} Edit Home

00|0|0

Extended Feature Settings

;’ Maintenance

123 Counter

On the control panel, press "User
Tools/Counter”

Press "Tray Paper Settings”



E23 System Settings
Tray Paper
Settings |\

I Paper Tray Priority: Copier
‘ Tray Paper Size: Tray 2
‘ Paper Tray Priority: Printer ‘ Tray Paper Size: Tray 3 Auto Detect

Tray Paper Size: Tray 4

Printer Bypass Paper Size Auto Detect

EJ System Settings

Tray Paper
Settings

Paper Type: Bypass Tray Do not Display ~ : Duplex On : Auto Paper Select Off

Paper Type: Tray 1 ) o iy :D : Auto Pap

Paper Type: Tray 2 0 : ex On : Auto Paper Select On

Paper Type: Tray 3 Do not Display ; : Auto Paper Select On

Paper Type: Tray 4 Do not Disy

2045 IA Previoul[lv Next |

Press "Next"

Press "Next" again



E System Settings

Tray Paper
Settings

Off

’ Cover Sheet Tray

| Slip Sheet Tray Off

3/3 | A Previous |

Slip Sheet Tray | el |[ o ]

Select item, then press [OK].

P Tray to Program P Apply Duplex
I Bypass Tray l I Tray 1 | Yes | I Mo
[ Tray 2 | I Tray 3 |
PDisplay Time
At Mode Selected | | Full Time

e Press "Slip Sheet Tray"
e Select tray containing insert sheets

If you want to print on the back side of the
inserts
e Press "Yes" under Apply Duplex

If you do not want to print on the back side of
the inserts
e Press "No" under Apply duplex

Display Time Options

At Mode Selected means it will only show Slip
Sheet in the Paper display when you select
Covers/Slip Sheets.

Full Time means that paper display will always
show Slip Sheets under the paper size

e Press "OK"
o Press “"Exit" until you are back to copy
screen including this screen.

@ You have exited the Features settings
screen. Selected function settings
have been cleared. Please re-select
the settings.

Exit




How do I insert color sheets with my white pages

& Copier [‘jiijQre File Jl Check Modes |

Auto Color Select | 18 02Wo3uol4euus] Wi
Full Color cioctw | 8% 11| B5x11 | B'sx14 | 11x17 | Byvass
Black & White
i 0,
T Photo_ Full Size | Auto Reduce / Enlarce 1 O O A
Text 7 PhOtO 1 sided®2 sided:TtoT 2 sided®2 sided 1 sided*Comb 2 orig
Others 2 mz @2') @2 ‘ -> Create Margin

Sort Stack Staple

1 A:ltoaDensity » Eﬁ

®]fm] Special Original Finishing | Cover/Slip Sheet: I Edit / Color [LDup./EombinelSeries l Reduce / Enlarge

"+ 4 Copier ‘ Store File H Check Modes |

Auto Color Select \ 71 =B 0z2WO03 004 1203
e [ R SR
Slip Sheet ‘
Black & White

Cover, Designate and Chapter can be selected together.

Cancel OK
Text Photo | - \_] L]

pe
i s 3t <
Text / Photo Front Cover @ Front/Back Cover Desiorate; Jitimees) Slip Sheet

l Copy | | Copy | [ Gy ] |

Others = -

= = [ Blank [[ Blak | |lDesignate/Chapter| \ |
Auto Densityl :I

i i Cover/Slip Sheet
[R]FR] Special Orig over, ee

Press "Cover/Slip Sheet" on main copy
screen

Press "Designate/Chapter”



Designate / Chapter

I ET D

UUW‘EJ Sheet 5 UUZ‘EJ Sheet 10 (|003 & Sheet 15

UUGi 007‘ 008‘

To insert blank Slip Sheet between chapters,
enter the sheet number to start each chapter with, then press @®.

B0 Desisnate: Copy [[= Chepter |

ED Desionate: Blank

P Main Sheet Tray

18020030400
38’6x11 B4x14 | 11x17

P Slip Sheet Tray

Designate / Chapter I Cancel ] ’ OK ]
R ETN IR
001 B8 Sheet Hooz‘ Hoos ”ooai HUUS ‘
’006‘ HUO?‘ Hooe ”oogi “01 0| ‘
To copy the first page of each chapter onto a Slip Sheet,
enter the sheet number to start each chapter with, then press @,
IEEI Designate: Copy “ sl Chapter |
lED Designate: Blank ]
T )
Gl » Slip Sheet Tray
18 020034043
Bax11 | B'x11| 8'sx14 | 11x17

If you are copying onto the colored paper,
e Press "Designate Copy"
If you are inserting blank sheets,

e Press "Designate Blank"

In this scenario I am inserting color paper
at every fifth sheet
e Press 5 on the numeric keypad

e Press#
e Press 10
e Press #
e Press15
e Press #

Do not place a blank sheet in the feeder if the
inserts are blank.

¢ Make any other desired settings, such
as two sided, staple etc.



Designate / Chapter | Cancel OK
s\ e\
001 ‘EE‘Sheet 5 0021 BB Sheet 10 ||003 BB Sheet 0041 005‘%
006| 00?‘ 008 009 010]
| | | |
To copy the first page of each chapter onto a Slip Sheet,
enter the sheet number to start each chapter with, then press @.

B8 Desianatle: Copy @ Desionate / Chapter Cancel | OK
BN Designate: Blank J 1-10 \7‘ 11-20 \
P [Vlain Sheet Tray 001 ‘Eu Sheet 5 [002/E0 Sheet 10 |[003/E0 Sheet 15 | 004 005
18 02U0I3 ! N | | |
B5x11 | 85%11 | 8's%x1¢ | [00s. 007 008 009! 010,
| | | | |
— To insert blark Slip Sheet between chapters,
enter the sheet number to start each chapter with, then press @.
B Designate: quy ‘ B Chapter |
B Designate: Blark
P Main Sheet Tray > Slip Sheet Tray
18 J2UW01300(41 03
Box11 | 8'sx11| 8'5x14 | 11x17

Designate Copy shows printing on sheets, Designate Blank shows blank pages. If you forget to switch to Designate Blank before
you program page numbers, you have to select each box and choose Designate Blank for each page.



Edit/Stamp or Edit/Color (on Color models)

These are the miscellaneous features that you may use occasionally. They include Margin Shift, Erase, Stamp, Edit Image.

[

Store File '}J I Check Modes I

-

T8l2UW03 Y0410 L&

LR BT | Bt | Bieth | 1117 | s

Text / Photo
-'Select item. } ]-
3 _Color Cancel OK
Select item. Cancel [ rect | proto |
' s et |Vt A
| ex’ OTO

== 8.8 8- 88| (=]
e 1| Erase Color H Color Overlay,_,l Adjust Color |

[ . Edit Image . |

« At Den5|tyl :l

Copy Quality Edit Image ‘ User Color |
[RI® Special Origi

1\ 7Sf9re File ‘ I Check Modes |

Q

Auto Color Select
Full Color

Auto Paper L.
|
SelectP 86"11

24U
11817 Bypass

Photo

Pale

(Generation Copy

Finishing || Cover/Slip Sheet || Edit / Stamp | Dup./Canbine/Series | Reduce / Enlarge fRlfm] Special Original Finishing  f Cover/Slip Sheet |}~ Edit / Color f} Dun./Combine/Series || Reduce / Enlarge

4 Address, Subnet Mask and Gateway Address MAY 1,2012 -

C
(103) 11:428M

Black and White Copier Color Copier

When you need to tweak the color output

Adjust Color

Adjust color balance with [Darker] and [Lighter].

Color Balance \l Adiust Color \’ Copy Quality

o o e Press "Edit/Color" on main screen
Yellow (Lighter = = Dﬁ o Darker® p " | .
e Press "Color
Meoerts OAOODDEmEmE [ o Press * Adiust Color”
e Press just Color
Cyan JOODEeEEE o Press "OK"
e Pre

Black [ D o Darker®

Program Color Balance I




When you need to shift the image on the page
(typically used to shift away from the left margin for hole punching so that you don't lose any of the text)

-« Cop
&

ier { Store File \’ [ Check Modes }
() Ready
? Press the Sample Copy key to make a single set.

18 0[2wo3u0
oi | 85x11 | 84x11 | B'ax14

SelectP
Select item.
<Back Side> lﬂ] Ii]

e Press "Edit/Stamp” on main screen

Auto Color Select

Full Color
Black & White

4lJo
1117

B
Bypass

("Edit/Color" on color copiers)

e Press "Margin”

- '; Front Side> . .
p——— |/ Cerin A | <0.0-1.2inch> 0.0-1.2indv e Select the direction you want to move the
Text /Photo L, | Top/Bottom Top/Bottom
Erase [ 0.0 inch ) image
Others Left/Right Risht
Press "OK”

E Edit Image Clear \ij > Clear T [Z]

{R]Fm] Special Original Finishing Cover/Slip Sheet lf  Edit / Color | Dup./Combine/Series | Reduce / Enlarge

e Press "Edit/Stamp” on main screen

1'/;11 %1%317D Bypass ("Edit/Color" on color copiers)

; o Press "Erase”
H Margin Adi. Select item. el
"
e Press “"Erase Center/Border”
Starnp
——— Edit Image |..[
<« JEE) > Copy Quality || |Erase Center / Border

Finishing Cover/Slip Sheet | Edit / Stamp | Dup./Combine/Series | Reduce / Enlarge




\ Check Modes [

Copier [ StoreFile

1180|200
Text / Photo gl::lzcl?fr 8211 | 1117 | Byvass
e Press +or - key to increase or decrease
| s} Erase Center / Border I Cancel ] I OK ]

amount to be erased all the way around the
document

[ Erase Border “ Erase Center HErase Center/ Border]

Generation Copy

Adiust width of the area to erase with EIE.

« JAuto Densityl : | +
Same Width ]
3 ek
[R]f®] Special Original Dif ferent Width

You want to get rid of the banner at the top of a fax or different widths around the document
Copier ‘ Store File H Check Modes J

() Ready

e Press "Edit/Stamp” on main screen

. (P A -
toPesetl @111 | 11%17 | s ("Edit/Color" on color copiers)
" n
Ph
i — i} Erase Center / Border l Cancel I I OK l o Press Er‘ﬂse
. "
t' [ Erase Border H Erase Center | [Erase Center/ Border] o Press Er‘ase CenTer‘/ Border
Adjust width of the area to erase with EE. e Press "Different Width"
> Aﬂ 0.6 | 0-1-3.9 > e Press the area to be erased
uta Density -
7 G .
Sarme Wit ’ otz [+ ] o Press + or - key to increase or decrease

amount to be erased
e Press"OK"

MaY 1,2012

-
1:4 -




Stamp prints something on your copy that is not on the original. Preset stamp are the typical office rubber stamp

type options, you can also choose to add the date, page numbering or your own text.

Auto Color Select
Full Color

Press the Sarmple Copy key to make a single set.

@ Copier

() Ready

Press the Sample Copy key to make a single set.

\ "~ StoreFile

' | Check Modes |

N

Lol

Text /Photo

Others

Erase

: : T11
(i) [

Auto Color Select P 180203 Lol4 Lo T
EiliEolor Stééctpber B'5x11| 8'5x11 | 8'%x14 | 11%17 | Bypess
Black & White '
. Color Select item. @

[DRAFT]
(CONFIDENTIAL

]

Backaround Numbering,,l |

Preset Stamp

J |

Black & White

Text / Photo

. 18 D203 D04 DO

colectw | B2%11 | B5x11 | B5x14 | 11x17

Preset Stamp I Cancel JI OK ]
| Select stamp type.

[ corv | weeewt | mRiRMTY_ || For Your Info. |

Others

o JAuto Density |

[RI(R] Special Original

| PRELIMINARY

|| For inernal Use Only || CONFIDENTIAL

| orarT |

<Position / Size / Density>

<Print Page>

All Pages

’ 1st Page Only

<Stamp Color>

Stamp Color |

— m Stamp | - 2
< Edit Image | Date Starmp J I Page Numbering ] [ Stamp Text
Finishing Cover/Slip Sheet ff  Edit / Color Dup./Cambine/Series | Reduce / Enlarge

e Press "Edit/Stamp” on main screen
("Edit/Color" on color copiers)

e Press "Stamp”

o Press "Preset Stamp”

o Select desired stamp

o Select whether to print on all pages or just
the first

e Only the color copiers will have the option to
print the stamp in a color other than black

e Press "Change" to see options below



2 Copier [ Storefile | | Check Modes |
Re dCl Quantity ||Copy
01 o0
Auto Color Select [ 18 02W03 004103 ‘
Full Color Selectm | 85211 8% 11| 85x14 | 11x17
Black & White ‘
E Position / Size / Density oK
i Text Photo |
Text /Photo <Stamp Position> <Size> <Density>
Others ) LN || ()] ” A ’ l 1X “ 2% | l Norrmal |
<) SCsTEs
nu S “ H I Lighter

[R]R] Special Original

Bl (e v (> ]

To print the date on your copies

-« Copier [ StoreFile | | Check Modes |
0 0
Auto Color Select (- 18020301400 L&
s (10 P52 Q1 | Bl 11| Bisx1h | 1117 | s
Black & White :
e G )]
Text Photo -
‘ in Adj. 111 A
Text /Photo - ‘ Ak
s I Backaround Numbering,,| | Preset Starmp | \

< JAuto Density | W

Stamp 2005.02.06

. i
Edit Image Date Stamp . Page Nurmbering I { Stamp Text I

Cover/Slip Sheet | Edit olor Dup./Combine/Series § Reduce / Enlarge

After pressing Change you can move the
location of the stamp, the size or density.
Normal is just as dark as the text on the
page. Lightest is very faint and Lighter is
in the middle.

Press "OK" until you are back to the main
copy screen

Press "Edit/Stamp" on main screen
("Edit/Color" on color copiers)

Press "Stamp”

Press "Date Stamp”

Select whether to print on "All Pages” or "1
Page Only"

Stamp Color only available on color copiers



V-2 Copier [ StoreFile || | Check Modes |

Origina Quantity |[Copy
s

Auto Color Select [ 18 02MWO3 U 0|40
0 Paper
FU“. CO‘.OI’ Select£ 8I/2x11 BI/2x11 8I/2x1a 11*17
Black & White
Date Starmp l Cancel ] [ OK
Text Phot
= il Check format and position of date.
Text /Photo |1 <Current Date>
6/ 7/2012

n Gt Densiy u <Starmp Position> <Print Page> <Stamp Color>
e P All Pages
1st Page Only l

Stamp Color

To print page numbers on your copies

& Copier [} Store File H Check Modes |

Oriainal =
- |

Auto Color Select [ 18020300400 &
sl (102051 81:x11 | 8111 | Blsx14 | 11x17 | Bovess
Black & White .
- - Select item. ] ” oK I
H Text oto —
| i i
Text / Photo ; : il LI

Others |Background Numbering,,| | Preset Stamp | |
| Stamp

- e T ABCabc
« QRN > Edit Image | Date Starmp | | Page Numbering | Stamp Text |
Finishing Cover/Slip Sheet | Edit / Color Dup./Combine/Series || Reduce / Enlarge

Press "OK"

Press "Edit/Stamp" on main screen
("Edit/Color" on color copiers)
Press "Stamp”

Press "Page Numbering”



& CODier ’ Store File 1 I Check Modes l

sy B e Select desired format
W "
oot et I w) B2 01 513 U o4 0 . e Press "Change" to move where the numbers
uto Paper( g | ] :
Full Color Select 8/2"11 8/2"11 8/2"111 11*17 w||| appear‘ oh fhe page
| pe— [ Gl ][ ok |  You can also change what page number the
Text Photo |
w | Select page numbering format. : :
e e . | - | first page of your document is numbered
otes W 2. [ 2. | e Stamp Color only available on color copiers
i Al;tu;i);nsity p || <Stamp Position> <Change Numbering> <Stamp Color> ° Pr‘eSS “O K"
First Printing Page:
T (o] Fomime (G
- Numbering from / to:

Adding your own text to a copy (one time only use)

i Store Fil | Check Modes |
C0p|e|" - ore | I . ieck [Vioaes |
ea( Original  ||Quantity ||Copy
.

Auto Color Select o 1802003 W04 1203 LY
s 0 Pt 1| Bl 11 | BTl | 1117 | s
Black & White ;
Select item. Cancal oK I W . ; .
Text Photo',.: T = e Press "Edit/Stamp” on main screen
Text /Photo e W . " .
e |Background Numbering,,l | Preset Stamp | | ( EdIT/COIOP on COIOP COPICI"S)
5 ﬂm [ st ; _ e Press “STamp"
0 l Date Stamp J | Page Mumbering | L Stamp Text ° Pr‘eSS " STGmP Tex-r"

{Jem1 Special Original Finishing Cover/Slip Sheet | Edit / Color | Dup./Combine/Series || Reduce / Enlarge




& i Store Fil Check Mod
CODIGI’ ore Q‘ '_h : ‘ les |
0

Auto Color Select I— 1802003 W04 o)
0 Paper
e 10 P51 111 | 811 | BlsxTh | 1117
Black & White
i Stamp Text I Cancel ] ’ OK ]
A Text Photo f
| sl | Set the text to stamp.
<Text>
ledieo o & Change Text
Others
m
Auto DenSIty <Stamp Position> <Print Page> <Stamp Color>

All Pages K
B [o==]
[R]fR] Special Or|g|na[ | 1st Page Only l Stamp Color

Stamp Text | Cancel ” oK I

Enter the text to stamp, then press [OK].
OFFICIAL DOCUMENTS

| [ Backspace |[Delete Al
aE ANINE
Lo e Jle e Jlo g Jo e JLe o 0]
e s o Je gl e Jo e e I o

Lz e s e e e o e ]

[Shiftlok ] shift | | Space |
r
| Text Entry | | User Text ]
Yo COpier [ Store File ] | Check Modes I
]
Auto Color Select - 18 02003004103 ‘
] 0P 11 | 811 | BTl | 1117
Black & White
Starmp Text l Cancel I I oK I
H Text Photo |
E g | Set the text to stamp.
Others

V 3

Auto 5|y <Starmp Position> <Print Page>

ALLP
-
[RI(®] Special Ongmal 1st Page Only

<Stamp Color>

Press "Change Text" to bring up the
keyboard

Type your text

Press "OK"

Press "Change” if you want to move text
Select whether to print on "All Pages” or "1
Page Only”

Stamp Color only available on color copiers
Press "OK"



Adding User Text to a copy job for multiple uses
Whenever you see the keyboard as shown at top of this page, you have an option to enter your text or to choose from the User
Text option. This text is created under the User Tools as follows:

RICOH

¢ On the control panel, press "User
Tools/Counter”

e
g
3
2
)
;

m

Check
Dataln Status
P e

User Tools / Counter / Inauiry

; Copier / Document Server © ~
I‘ ¢ System Settinas Forren CE] Espafiol
1
lf’_,g Address Book Mangmnt Printer Features m Inauiry

Tray Paper Settinas
'ﬂ‘ Edit Home

Scanner Features

e Press "System Settings”

Extended Feature Settinas

©||0|[0][O

ég Maintenance

Counter

E] System Settings

General Tray Paper Tirner Interface File Administrator
Features Settings Settinas Settinas Transfer Tools

Program / Change / Delete User Text Print Priority

e Press "Program/Change/Delete User Text

Panel Key Sound

il
Warm-up Beeper

Function Key Allocation l l Qutput: Printer Internal Tray 1

Qutput: Copier Internal Tray 1

Qutput: Document Server Internal Tray 1

|
l Function Reset Timer
I
|

Function Priority

|
I
I
| Copy Count Display
|
|
| Screen Color Setting

Key Repeat:

72



Program / Change / Delete User Text
Select a key to program or change.

[ Program / Change ‘ l Delete l

[ 01|[Urgent] [ oz/tHish] |
| 03| X Mot Programmed | | 04| X Mot Programmed |
[ 05X Mot Programrmed | [ 06/ X Not Programmed |

| 07| X Mot Programrmed | | 08| X Not Programmed |

| 09]X Not Programmed | | 101X Mot Programmed |

Program / Change User Text I Cancel ]

Enter text to program or change, then press [OK].

SN EnOOOnnnE

ik

Lo e e e e J e e e Je e g O ]

e e e e JCs I s e JLe I

- |

N EN B33 E3 KXY Y

| shiftlock || shift | | Space |

= I
I Text Entry || User Text I

Press any button that says "Not
Programmed"

Type desired text

Press "OK"

Press "Exit" until you are back to copy
screen

Your User Text can now be used from the
Stamp Text Menu.



Adding user text to a copy

VA Copier [ StoreFile || | Check Modes |
Re d(l Quantity
010
Auto Color Select (I— 18 D2UO3U04d0 L
Full Color locte | 85%11 | 845x11 | 8'5x14 | 11x17 | Bywass
Black & White :
= — Select item. el ]
ext oto

[CONFIDENTIAL]

Text / Photo v_ :3 m
Others |Background Numbering"l I Preset Starmp | |

2005.02.06

Stamp

o |Auto Density | P> Edit Imade

Date Starmp | | Page humbering | Stamp Text

{&]fm Special Original Finishing Cover/Slip Sheet || Edit / Color  [f Dup./Combine/Series || Reduce / Enlarge

Auto Color Select

Full Color
Black & White

168 0[2Wo3uo]suw o)
o Fae 81ix11 | 84x11 | 8'4x14 | 11x17

Stamp Text [ Cancel ” OK ]
Text Phot:
- _ Set the text to stamp.
<Text>
Salbiin|
Others

4. Al;tﬂ Densityl : l <Stamp Position> <Print Page> <Stamp Color>

- 1st Page Only |

’ Stamp Color

JUN 012
5:10PM

e Press "Edit/Stamp” on main screen
("Edit/Color" on color copiers)

e Press "Stamp”

e Press "Stamp Text”

e Press "Change Text"



- e
Stamp Text Cancel ] I oK l

Enter the text to stamp, then press [OK].

HEONONEODRD N EE
HNEORRNEE R EENN
Lo Jis o )l Lo Jlo e e e JLe (-]

I3 KN K3 KX EN KN KN RN EX B2

[[Shiftlock || shift | | Soace |

=1

| Text Entry UJser Text

Stamp Text Cancel ] l oK ]

Enter the text to stamp, then press [OK].

0/64 | ‘

| 01/ [Urgent] | [ 02itHigh]

| 03| Invoice # I

—— |
Text Entry H User Text '

Press User Text

Select desired option
Press "OK"



Edit Image gives you options on manipulating the image on the page, such as image repeat, double copies, centering, etc

| Storefile || | Check Modes |

180203040 L
AtoFae Bex11 | Bsx11 | BexTh | 11x17 | vess

oto |

Auto Color Select
Full Color

Black & White

ICancel ” K ]

w-fel B> [8]-0

Text

N2

Text / Photo

Others ‘_Egge__J | Image Repeatm|| Double Copies || Centering || Positive/Neaative
®-[a
< JAuto Density | |Edit el |

JUN 72012
5:26PM

When you want to have the same image multiple times on the copy

"+ Copier [ StoreFile || | Cheok Modes |
Re acl Original ||Quantity ||Copy
1
puto Color seect [l 18 IEJ"D Elwﬁs %gu? lﬁl:JﬂD'J &3 e Press "Edit/Stamp” on main screen
%% %X %X x Bypass
Full Col Selecth || V"2 2 2 . . .
— - ("Edit/Color” on color copiers)
Black & White
Text Photo o Pr‘eSS “Edl‘l‘ ImClge"
i ABC
Text /Photo _ ? - E E‘ * e Press "Image Repeat”
Others Double Copies | l Centering H Positive/Neaative

[ <« Jeuto Densty | »> | [Egithmese | | |

{R]em Special Original Finishing Cover/Slip Sheet || Edit / Color  |f Dun./Combine/Series | Reduce / Enlarge




< COpier I Check Modes |
Re dCl Quanti Y
0 0
\ 1802003 U014 10 (L
Full Color | Bsx11 | 8'x11| 8'sx14 | 11x17 | eypass
Black & White
Image Repeat: Whole area of original will be repeated. [ Cancel ] I oK
Text Photo
wel | Select arepeat type, then press [OK].
Text / Photo [ Whole Area
Others

[« Jo o] v

[®]»

& ®
& B

Jlzwo3uofsuo
1) 8511 84x14 | 11x17

(-}
Bypass

Full Color
Black & White

Text / Photo |

Check Modes l

Select item.

Others

< |Auto Density | W

[R]R] Special Original

Cancel OK

Size Maenification ||Dir. Size Mag. inch|| Direct. Mag. %
| | il

- T 21 %11 29%]|1 55%]|200%]||400%
Full Size || swex14 gtax11 Staxave || Svexave
X7 1X17 B4 Xz
" 25% || 50% || B65% || 73% || 78% || 85% || 93%
. > 117 117 1x15 8lex14 || Bex13
Suexate || ekl %11 g% a1kl
Finishing Edit / Color | Dup./Combine/Series | Reduce / Enlarge

e Press “OK”

e Press “Reduce/Enlarge”

e Press “Number Keys”

e Using numeric keypad enter desired per cent
o 50% will give you 4 up
o 33% will give you 9 up
o 25% will give you 16 up



) Ready

ey to make

a single set.

3UOaUD| LE
Biox14 | 11%17 | Bwwass

Press the Sample C
Full Color
Black & White

Magnification Ratio

’ 182y o

811 | 84x11
Text /Photo

Others

Auto Density | >

RIGOL ' Aficic

Full letter sized original

Note: Image repeat is only available in Black and White or Full Color Mode (not Auto Select)

Enter the ratio with the Number keys, then press @.

<25% to 400%>

50%

Press “OK”




When you want to have the same image two times on the copy

"< Copier [ Storefile || | Cheok Modes |
l... Original ||Quantity ||Copy
Auto Color Select [ 18 02UWO3 Y040 L3
Full Color Se[gct:er 8I/2x1 1 8|/2x1 1 BI/ZX"h 1 1"17 Bypass
Black & White P - w . H
—— ' e Press "Edit/Stamp” on main screen
i A ABG
Text / Photo " R EI* “Edit/Color" I iers
. olor on color Cop er
Othars Erase Double Copies | l Centering H Positive/Neaative " ) "
— R]+|a] e Press "Edit Image
L« ot > | i | e Press "Double Copies"

[R]fRI Special Original Finishing Cover/Slip Sheet | Edit / Color | Dun./Combine/Series § Reduce / Enlarge ° Pr. ess " O Kll

' S This works for both full sized 83X 11 and
I COpler [ Check Modes }

Read 54+X8% sized originals.

Auto Color Select I 1802003 00|40
Full Color selectr | 02%11 | 8'5x11| 8414 | 11x17
Black & White

Cancel

Text / Photo | _ n ‘;-:i“‘ . N @ @ ?
e Erase ‘ Image Repeath Double Copies | Centering H Positive/Negative

Text Photo

| I
= Stamp EI > @
<« |Auto Density | P , ‘

Edit / Color

Dup./Cambine/Series || Reduce / Enlarge



When you want to have the copy centered on the page

Sometimes when you are changing from one paper size to another the two sizes are not proportionate to each other and
you will see a larger margin at the bottom of the page. Using the Centering feature will correct the placement on the
page. You may find this helpful in Magazine mode when your originals are letter sized and you are copying onto letter
sized booklet or Auto Reduce/Enlarge when you go from letter sized paper up to 11X17.

"« Copier ~ StoreFile [ Check Modes |
e —
ead Original  ||Quantity ||Copy
1

Auto Color Select T8 02UOB3Y04Td0 L8 e Press "Edit/Stamp"” on main screen
e (0P| BT | 811 | Bl | 1117 | v P
W . .
m— ("Edit/Color" on color copiers)
Select item.
Col Cancel oK " .
el ] ) _ (=)o ] e Press “"Edit Image"
Text / Photo ? n- EI @ -’ e Press "Centering”
ET Erase Double Copies | l Centering H Positive/Neaative 9
———— EI"E' e Press “OK"
(< Jhanoes] »)| (e |
R]rm Special ' Finishing Cover/Slip Sheet | Edit / Color |} Dun./Combine/Series § Reduce / Enlarge

¢ Copier Store File l Check Modes I
4 ,
eac Original ||Quantity ||Copy
- :

Auto Color Select - 1@ 0zwozuocleus|
Full Color Sljel?ectapber BI/ZxTI 8% 11 | 8'sx14 | 11x17
Black & White
(el ][ o |
Text Photo I
Text / Photo Lt ecsin 4. ] -> .-)@ E.,
— lﬂ’ Double Copies I Centering ‘ W
[~ -_Stamp El N @

nu l} Edit Image |
1 |

Finishing Cover/Slip Sheet || Edit / Color |} Dun./Combine/Series | Reduce / Enlarge




When you want to reverse the black to white

& Copier  Storefile | Check Modes |
oL 1L 0
Auto Color Select o 18 02U OB3 U040 &
w10 P 8111 | B 11| Bt | 1117 | v
Black & White .
Select item. Tancel
H Text Photo
| - in Adi AR ] |ABC
Text /Photo -) .-)[i' Em
i Frase I Image Repeath Double Copies H Centering II Positive/Negative
| IS
RO i

[R]fR] Special Or

Finishing

Cover/Slip Sheet

Edit / Color |} Dup./Combine/Series || Reduce / Enlarge

When you want to print the image reversed

"+ Copier

Auto Color Select
Full Color
Black & White

B Text Photo

|7 Check Modes |

0L 1 0

P 1 24D
uoPse gex11 | Bex11

30
B'ox14

4aJO i

11%17 | Bywass

Text /Photo

Others

Ao

Cancel
w>fe W-[E] [s]-@

Erase

Double Copies | ‘ Positive/Neaative

8] [a]
I Edit Image Mirror Image

Finishing Cover/Slip Sheet

[RI(R] Special Original

Edit / Color |} Dup./Combine/Series || Reduce / Enlarge

Press "Edit/Stamp" on main screen
("Edit/Color" on color copiers)
Press "Edit Image"”

Press "Positive/Negative"

Press "OK"

e Press "Edit/Stamp” on main screen
("Edit/Color" on color copiers)

e Press "Edit Image”

e Press "Mirror Image”

e Press "OK"

Note any text on the page will be backwards.



FAX Features

RICOH Reset Program I

D o
1 2

Copier Scanner Printer Document

Server
G AR\

Facsimile

Fax Info

-
-
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e

A

|4 SN2

)

»
& &

Check
DataIn Status

Communicating means it's Trying to transmit your outgoing fax

Receive File means you are getting an incoming fax



RICOH

| StoreFile ||| TWRX Status / Print || | Check Modes |

B3 _
P! | Reo. Mo, [Mrual frn][ Recent. | [ Tone [Pause Jlon Hood firmed. T4
< o] > w5 [ c ] o | o J 12 o J o o1 Low [ vz e

15 o oy LD

iged Uriginal
Original Feed Type (RICR)

-
‘-
=
]
~
-
-
=
-
.
"
9
E
-
T
<
1
aa)

How do I send a basic fax
e Place document face up in feeder

o Select Fax from either the button to the left of the display screen or from the home screen
e Dial the number with the numeric keypad or press speed dial if available
e Press Start

If you needed to dial an 8 or 9 on your old copier, do the same for this one.
If you are dialing long distance you will need 1+area code before the fax number.

If you are faxing off the glass, continue to place originals and press Start. After all originals have been scanned, press the #
(Enter) Key.

Confirmation report will always print out if it fails to go through after the third try. You can also have confirmations after
every outgoing fax transmission if desired.



How do I send a basic fax if my originals are double sided

\ Store File \H TH/RX Status / Print J | Check Modes l

O Beady

original and s|

| = m L No, | Hral | Recent, | ‘ || Tore |[Pause |{on Hook| [immed. T
|« Jouto Desity| > | [Freuent | 48 [ co | ¥ [ o [ 13k i [ opa [ RsT [ uw [ xvz |{ctane it

Original. Feed Type (RICR]

elect Stored Fil TX File Status || RX File Status Sender Name TX Mode

Original Feed Type
Select item.
POriginal Orientation

sl I B | Starrp

»-Criginal Settings
|1 Sided Original || 2 Sided Original_|

LCl

Place document face up in feeder

Select Fax from either the button to the
right of the display screen or from the
home screen

Press "Original Feed Type

Press "2 Sided Original”



Original Feed Type

Select item.
P Criginal Orientation
Rl I E5) |

PCriginal Settings
|1 Sided Original._|[ 2 Sided Origiral |

PPage Opening Orientation

OK l

Stamp

I Top to Top || Top to Bottom |

PStart 2 Sided Scanning from

1st Sheet ”

ndShest |

Stop

o

e If pages flip over like a book, leave Top to
Top selected.
e If pages flip up like a calendar, Press,
“Top to Bottom"
o If sending a fax cover sheet, Press “2™
Sheet" in the last box
e Press "OK"
Dial the number with the numeric keypad or
press the Speed Dial button in display
e Press Start

Press the "Stop” button on control panel

A white dialog box will appear

Press "Standby File List " bottom center of
box



Check / Stop Transmission File

Select file to change or stop transmission.

| Fitetist [ Fites waer 7% Print List
Scanning Date / Time Destination Dest. Orig. No. Status m
lln. 07 11:45AM | |dd 96542335 | V[ 1000z | Sty | [ Pt |
ln. 07 1144AM | 85213256

1 1 10001

Standby ] Stop Transmission

Al Gk

Pra. Dest,
@

Reg. No,."“Manual_Entrx“ Recent__,l ‘ ‘ l Tone “Pause HOn Honk| [Immed. TX|

Y

1 Sided Original Mg

Original. Feed Type (RIFR]

Select Stored File TX File Status

RX File Status Sender Name TX Mode

Highlight the fax you wish to cancel
Press "Stop Transmission”

Press "OK" to delete the scanned document

Press "TX File Status"” to see the list of
completed transmissions.

As this list fills, the older transmissions
will drop off the list



How do I program a speed dial

RICOH

Fax
‘ﬂ@ 63245689_ o Dest,
B [ Res. Mo, J[Eait Dest ]| Recent | Teoe |[Passe

I [Frement] te | o | eF [ o | ok [um | oeo | Rt | um | 0z o tite]

Select Stored File TX File Status J RX File Status

Program / Change Address Book | Cancel I l OK ]

I Narmes || Auth. Info H Protection |[ Fax Dest. ll E-rnail H Folder |

P-Fax Destination 6524568

I T Ontion Setto AIREEE S Fax Header and Label Insertion are also available for

internet fax and IP-Fax.

P International TX Mode

PLabel Insertion

Select Fax from either the button to the
right of the display screen or from the
home screen

Dial the fax number, using numeric keypad
Press "Prog. Dest.” which takes you in the
address book, where you'll see the fax
number already entered.

Press "OK" on this screen



Narme I Cancel ” oK ]

Wﬁﬁfﬂﬂﬁﬁ\ 7 H IDnEE
Lo e e e e e e e e e e 0
L 0 e e e e e e I

e e = ]

[shift Lok || shift | | Space |

Enter name, then press [OK].

m! I
I Text Entry ” User Text |

Program / Change Address Book I Cancel ] | oK ]
[ Narnes I [ Auth. Info | [ Protection | l Fax Dest. | [ E-rnail | [ Folder |
PName abc co

Change

P-Key Display ) P Registration No. 00001
PSelect Title ;

me2 [ 2 s | s | ] v e (0]

Title 3 Frewent| 1 | 2 | 3 & | s |

S ‘ Facsimile
(O Ready

Set original and

o Detect

[
._f - | Rea. No,.,,“Manual Entrv” Recentm| | ‘

" [Freavent | 48 [ co [ er [ or [ ik [[umv [ opa [ RsT | uwi [ xvz |[chence Tite

100001353
abc co
Select Stored File - TX File Status | RX File Status Sender Name TXMode

Type the person or company name
Press "OK"

Under Title 1, select the box containing
the first letter of the name you just
typed

Press "OK"

Your speed dial has now been added to
the main fax screen.

If you have more entries than what
appears on the main fax window, then you
will have arrows on far right of display to
scroll down or you can select by picking
the letter that it starts with in the
Frequent row.



How do I use a speed dial

Bunexunuwe) §

4 3RO 1

Check
Dataln Status
© i1

) Facsimile Store File ||| T/RX Status / Print Check Mot
: Read Search Dest.|  Preview
d

|

Scon Setti & -
| o ity | > L e x| oH [ 1k | oy | opo | Rt || vk || xvz ] ctens

. IEEBE
abc co

Original. Feed Tyoe (RICED

TX File Status || RX File Status S [UU
>

|0 9654233_

Reg. No,"“Edit Dest.“ Recentml ‘ l Tone “Pauselrii\ llmmed. T)([

" [Feaent]| #6 [ oo [ € [ o [ ok [ um [opo J[ st uw [ 02 it ice

00001363
abc co

TX File Status || RX File Status Sender Name TX Mode

Place document face up in feeder

Select Fax from either the button to the
right of the display screen or from the
home screen

Press the speed dial you wish to use
Press Start

Place document face up in feeder

Select Fax from either the button to the
right of the display screen or from the
home screen

Press the speed dials you wish to use or you
can dial the number with numeric keypad
and press "Add" to enter another number
numerically

Your total number of destinations will
appear in box to the left of the Memory in
upper right corner

If you have selected an incorrect speed
dial, simply press it again to deselect
Press "Start"



Printer Features
With document open,
Select Print Option (don't click on the quick print icon—many applications will just send job fo your default printer, without
showing you the application’s print window, where you'll have options to select desired printer and it's properties). Depending on
the application you are printing from this may be referred to as Properties, Preference or Settings. I will refer to this

as Properties for this training manual.

= Print 23]
- = General | Options
e ST | [ g | e hte @ Select Priter
Copies: |1 = sl
o5 LAN-Fax Mo o= RICOH Aficio MP 4002 P
Pages to Print Comments & Forms -
e Inocumamand Markuss J = L AN-Fax MG vl = RICOH Aficio MP C3000
*) Current page = Microsoft XPS Document Writer = Iniversal Print
* Pages [L-228
» More Options 8.5x11 Inches 1 n ’
Page Sizing & Handling (i) . . — |
_ = _ Status: Ready [ Print to file I Preferences
[ Size l \ E] Poster ‘ I Multiple I E Booklet ‘ ) .
Size Options: ser Gold Location:
N Cammert: Find Printer...
) Actual size
@) Shrink oversized pages Page Hange
[] Choose paper source by PDF page size Q ? AI_I NLllleEr Df ED]:IiES: .I :
Print on both sides of paper Vy = Selecti - P
. i | .
@ Flip onlong edge () Flip on short edge L7} Selection Cumrent Fage
Orientation: N/ *) Pages: 1 Caollate
@ Auto pogtrait/landscape ] ) ) 1 2 3
- Portrait Enter either anmgIe pag:e né.l_TEer or a single 1= 2; 3
*) Landscape - 8} . page range. For example,
Want to print colors as gray & black? @ Pagel of 228
Bt || Cancel |[ somy |

Print options include duplex (two sided printing), stapling (if your unit has a finisher), selecting a different paper tray, adding
covers, watermarks etc. These options are selected from the various tabs in the Printer's properties window.



There are several drivers available, below are the 2 more commonly installed ones

pcl 5e
& RICOH Aficio MP C3000 PCL 5¢ Properties

Setup | Faper I Frint Qualityl Yalid Accessl Watermarksl

Job Type:

21

rPrinter
Marne: I -‘g RICOH Aficio MP C3000 PCL Sc - Propetties |
Skatus: Toner Law
Type: RICOH Aficio MP C3000 PCL S5c
Where: Buffalo Office
Camment:

—Page range —_opies / \
&l Mumber of copies: |1 = \
" Current page " selection \
" Pages: I o foliste

Twpe page numbers andfor page
ranges separated by commas counting
from the start of the document o the
seckion, For example, tvpe 1, 3, 5-12
ar plsl, plsz, pls3—pds3
/
Print what: IDocument d rZoom
Print: I.C\II pages in range j Pages per siEet: Il page LI
Scale ko glaper size: IND Scaling LI
Cptions. .. / K I Cancel |

2%

Copies: /

I Mormal Print

=
Dietails... |

Origntation:
EI IF'Drlrail LI " FRolated
Lapout:
Paper Size: - E |1 Page per Sheet LI @r Drav Frame Border
Letter (3.5 2 11") I— .
Input: Fage Order:
Auto Trap Select Right, then Down -
Plain & Recycled — E ®| g _I
Du_lpul. _I Druplex:
Printer D efault z |Dpen to Left LI @l_ Hon-Feduction Booklet
— Settings

Save.. |

Load... |
? Calor/ Black and 'white:

I Black and ‘white - l

¥ lgnore &pplication Collate

About... Restare Defaults

=5 RICOH Aficio MP C4502 PCL 6 Properties
One Click Presets | Detailed Settings | Conﬁguratior‘lfAboutl
M, Py t List....
One Click Preset List: [ LeEio e
Current Setting
== ==
1=2 |
4 Basic Setting 2on1l 1 sided
==
=) |
2 on 1 (2 sided) Black and White (2 sided)
Document Size:
Letter (8.5 x 117 dob Type:
Print On: @[Nurmal Print v] [ [ Details... ]
Same as Original Size
Document Size: Input Tray:
[Letber (8.5 x 117 v] @[Aum Tray Select v]
Orientation: Paper Type:
[ Settings Summary (=] Portait -| [Plain &Recycled -]
Color/ Black and White: Copies:{1 to 993)
[ ] Register Current Settings. .. [-a’.a Color v] 1 =
[ Ok ] [ Cancel ] [ Help




Job settings can always be changed per job in either print driver.
frequently, you may want to make them your default.

Setting Defaults In Your Print Driver

Be sure all applications are closed before making any changes.

From the Windows Start Menu
(Settings) Printers and Faxes
Right click on the Ricoh Driver
Choose printing preferences

Make any desired changes with the pcl6 driver, you may want to create a new One Click Setting and make that your default. See options below on how to

create One Click Presets.

Click Apply

Press OK to exit out of Printing Preferences.
Your settings have now been saved as the default settings.

However if there are settings that you use
The following steps work for any print driver:

If any of these settings are grayed out, then you will have to contact your network administrator to request that they make changes.

Notes on pcl6 driver:

The Ricoh default is color and two sided printing—shown as Basic Setting below. Your network

administrator may have changed these settings, but check before you print.

= RICOH Aficio MP C4502 PCL 6 Properties

One Click Presets | Detailed Settings Conﬁguraﬁoanboutl

=]

Current Setting

One Click Preset List:

Manage Preset List...

]

Basic Setting

Document Size:
Letter (8.5 x 117)

Basic Setting

1=2

2on 1(2 sided)

2on1 1 sided

Black and White {2 sided)

Job Type:

Print On: @INorma\ Print v] = | Demis...
Same as Original Size

Document Size: Input Tray:
lLether (8.5"% 117 v] @Irxum Tray Select v]
Crientation: Paper Type:

lﬂ Portrait V] lPIain & Recyded v]
Color Black and White: Copies:(1 to 999)

@ Register Current Settings... laJa Color '] 1 £

[ OK J[ Cancel H

Help

The color banner at top of page indicates color printing

The Curled sheet indicates 2 sided printing

This screen shows the more basic settings and
the One Click Presets. Go to Detailed Settings
tab for more options such as Paper (select a
specific tray, insert covers, reduce/enlarge
paper size) Edit (2 sided or booklet printing),
Finishing (Staple options), Effects (Watermark)



How do I create a One Click Preset for Black & White, Single Sided Printing (pcl 6 driver)

= RICOH Aficio MP C4502 PCL 6 Properties
One Click Presets | Detailed Settings | Conﬁguraﬁoanboutl
One Click Preset List: [ Manage fresebiisty ]
Current Setting
- -
=5 |
o | e
<I Basic Setting 2onl 1 sided
-
12 |
Basic Setting 2on 1(2 sided) Black and White (2 sided)
Document Size:
Letter (3.57x 117 Job Type:
Print On: @[Narmal Print V] = [ Details... ]
Same as Original Size
Document Size: Input Tray:
[Letter (8.5 x 117 | ©[putoTray select -
QOrientation: Paper Type:
Setings Summary Portrait 'l [Pla\n & Recyded ']
Color/ Black and White: Copies:(1 to 939)
@ Register Current Settings... -‘u.a Color - 1 =
i, Color I
]
@@ Black and White oK ] [ Cancel ] [ Help ]
0 RICOH AficiqhdRClSN2 D0l 6 Riaparties
One Click Prese) ‘Demi\ed Settings I C nﬁguraﬁnnjAboutl
One Click Preset List: Magage fresetlist.,
Current Setting
== =
=2 |
E__ —
q Basic Setting Zonl 1 sided
==
1=22 |
Unregistered 2on 1(2 sided) Black and White (2 sided) Unregistered
Document Size:
Letter (8.5 x 117 Job Type:
Print On: @[Narmal Print '] = [ Details... ]
Same as Original Size
Document Size: Input Tray:
[Lether @.5"x 117 v] G[Aum Tray Select v]
QOrientation: Paper Type:
Settings Summary L Portrait 'I [Plain & Recyded ']
Colorf Black and White: Copies:(1 to 999)
[ Register Current Settings... ] &% Black and White - 1 =

[ OK ][ Cancel ][ Help

In properties,

1 Under Color/Black and White drop down,
click Black and White

1 Click Detailed Settings to bring up the
ribbon of additional options



=9 RICOH Aficio MP C4502 PCL 6 Properties E

Detailed Settings | Configuration/About

enu;

Current Setting -
'a =H U
Job Setup Basic Paper Finishing
4 [ i J 3

Edit Restore Defaults

) i Click on Edit

Page Crder:
) ) (5] ’ off ~| @oraw Frame Border ) . .
e e oo i Under 2 Sided, click on the drop down
Document Size: < sided:
o (DS oot w7 arrow, choose OFf
ame as Onginal size EDDkIet:
0 off -

Edge to Edge Print

6| Register Current Settings. .. |

(o J[ concad |[ rep |

== RICOH Aficio MP C4502 PCL 6 Properties E

One Click Presets | Detailed Settings | Configuration/About

Menu:
Current Setting r -
s =H U
Job Setup Basic Paper Edit Finishing
< 11l ] v
Edit Restore Defaults
4 Layout:
(D20 -
v
Page Order:
6| off - | @[] oraw Frame Border
Black and White (2 sided)
Document Size: 2 sided:
Letter (8.5 x 117)
Print On:

Same as Original Size
I Long Edge Bind(Open to Left/Top)

6 5[0 short Edge Bind(Open to Top/Left) |

Edge to Edge Print

[ setngsSummary |

6| Register Current Settings... |




= RICOH Aficio MP C4502 PCL6 Properties (=)

_One Click Presets | Detailed Settings | Configuration/About

e tsett Menu:
urrent Settin =
? g =E U = el
Job Setup Basic Paper Edit Finishing
4| i L2
|
Edit Restore Defaults
q Layout:
[EII:I off v]
v
@j! off ED Draw Frame Border
Unregistered
Document Size: ; sided:
Letter (8.5" x 117 / Off v]
Print On:
Same as Original Size Booklet:
off -
[~ Edge to Edge Print
Settings Summary
[ Regster current settngs... |

[ OK. ][ Cancel ][ Help

I

Register Current Settings as One Click Preset @
One Click Preset Name:
Comment:
[ oK ] [ Cancel ] [ Help

You may want to create other presets with a staple, such as:
B&W Single Sided Stapled

B&W Double Sided Stapled

Color Single Sided Stapled

Color Double Sided Stapled

Booklets (default is small or letter sized output)

The staple option is found under Detailed Settings--Finishing

Click Register Current Setting
Type descriptive name for your settings

Click “OK” to close Register Current
Settings as One Click Preset window.



How do I print two sided or turn off two sided printing

== RICOH Aficio MP C3000 PCL 5¢ Properties (==
Setup ‘ Paper | Frint Quality I Walid Access I i, k ‘
= Job Type: Copies:
*?% (&) Locked Print L =)
Details. .
Orientation: .
@ Portrait - [” Rotated
Layout:
Paper Size - EI 1 Page per Sheet - G‘)I—
Letter (8.5"x 11") T
Input: L
Auto Tray Select 3 @ [Right. then Down
Plain & Recycled L]
Output: Duplex:
Printer Defautt i % ’W‘ @l—
Setings [
1 Open to Left
Cpento Top
Save... Booklst
Load... Staple:
EI - — L —
Color/ Black and White:
’ Black and White hd
About... ‘ Restore Defaults |
OK | [ Cancel |[ Hep |

=2 RICOH Aficio MP C4502 PCL 6 Properties

=l

One Click Presets | Detailed Settings Conﬁguraﬁoanbout|
M, P t List...
One Click Preset List: Lot
Current Setting
==
12 |
| —
4 Basic Setting 2onl
=
1=2 |
Black & White Single Sided 2on 1 (2 sided) Black and White (2 si
Document Size:
Letter (3.5" x 117 _ Job Type:
Print On: @[Normal Print v] [= [ Details... ]
Same as Original Size
Document Size: Input Tray:
[Letber (8.5"% 117 v] éj)[nuho Tray Select v]
Qrientation: Paper Type:
[ Settings Summary [G Portrait V] [Plain & Recyded V]
Color/ Black and White: Copies:{1 to 995)
€| Register Current Setting: [ooo Black and White '] 1 :

[ OK ][ Cancel H Help

1 From your application’s print window, select
Properties

For pcl5e drivers:

i Under Duplex, select” Open to the Left” for
a portrait orientation document, that will flip
the pages over like a book.

OR

1 “Open to the Top, will flip the pages up like a

calendar or spreadsheet
OR

For pcl6 drivers:

i Select the desired One Click for Single
Sided (color if available/desired) or Black &
White

All users continue to:

I Make any other desired settings, such as
number of Copies

Click “OK” to close Properties

Click “OK” or “Print” depending on the
application you are using to send job to
printer



How do I print a booklet

M 5 s

v

= RICOH Aficio MP C3000 PCL 5c Properties

Setup | Paper | Print Qualty | Valid Access | |

Copies:

= Job Type:
#@ & [Locked Pt

= I
Details...
Orientation: .
El | Portrait ~| T Rotated
Paper Size: o E @ |1 Page per Sheet J r
Letter (8.5"x117) @
nput: L
Auto Tray Select = |E| o |
Flain & Recycled L4
Output: i Duplex:
Frirter Defautt |Book|et j
Settings .
Save... I¥ Ignore Application Collate

Color/ Black and White:
, Black and White -

About...

= [&] @ 3 [r]ok

Restore Defaults

0K

][ Cancel ][

1 From your application’s print window, select”
Properties”

For pcl5e drivers:

Under Duplex, select "Booklet”

The default will be to print this on letter

sized paper, giving you a small booklet.

i If you want it printed on 11X17 paper, select
“Non-Reduction Booklet”. The reminder that
pops up is just telling you to have the larger
paper size available. The tray is
automatically selected for you when you
check this box.

1 1T your copier has a saddle stitch finisher,
select “2 at Center” under Staple (this
option is not available on the copier 1 am
using for this guide)



Warning @

. [Non-Reduction Booklet] is only supported for the following Document
_L Sizes in applications:
Letter, 5.5" x 85", Ad, AS, A6, BS5, B6 and 16K.

Please make sure the "double-sized" paper of the Document Size is
loaded in the Printer.

0K Cancel

=5 RICOH Aficio MP C4502 PCL 6 Properties

One Click Presets | Detailed Settings | Conﬁgurationmbout|

Current Setting

arge Booklet 11X 17|

Document Size:
Letter (8.5"x 117)
Print On:
11"x% 177

[ Settings Summary

@ Register Current Settings...

Cne Click Preset List:

[ Manage Preset List...

1=2 |

2on 1(2 sided)

_

Black and White (2 sided) Black & White Single Sided ‘

- - I
— —

m

Booklet (Magazine) Mode Small Booklet Large Booklet 11X17 -
Job Type:

@[Normal Print - ] =3 [ Details... ]
Document Size: Input Tray:
[Letter (8.5 x 117 - ] @[nuto Tray Select - ]
Qrientation: Paper Type:
[El Portrait v] ’Plain & Recyded v]
Color/ Black and White: Copies: (1 to 999)

= ] 1 =

[o"e Black and White

-

[ oK J[ Cancel ][ Help

For pcl6 drivers:
i Select desired One Click Preset

All users continue to:

I Make any other desired settings, such as
number of Copies

Click “OK” to close Properties

Click “OK” or “Print” depending on the
application you are using to send job to

printer



How do I enlarge the image I want to print i From your application’s print window, select

== RICOH Aficio le’ czooo pCL 5.c Properties (== p rope rties
Setup | Paper | Print Quality | Valid Access | |
Document Size [¥ Print On )
Jioter @517 e [ 5| For pcl5e drivers:
@l— ’EH E - I3 11
Paper Selection: Covers/Pages Selection I SeIeCt the Paper Tab
e ot A o = Fm_ i Under Document Size, select the size of your
: document
& Output Tray: ) et Teay: i Click the box next to “Print On”
|Prirrler Default j |Aulc| Tray Select j - “ . . .
Tipe: I Select the “11X17” paper size under Print On
| M = i Click the box next to “Fit to Print Size”
T_ 1 Click “OK” to close Paper Tab
Custom Paper Size | Restore Defaults | )
For pcl6 drivers:
OK Cancel Hely - - -
: e i Select “Detailed Settings”
i RICOH Aficio MP C4502 PCL 6 Properties (=3 i Select “Basic”
[ One e reset | Oetled Setings | Configuraton/About i Document Size—select appropriate size
Menu:
Current Setting = = _,J = & (Lette r)
ob Se asic Paper Edit Finishiry - - - -
_— e = = - > i Reduce/Enlarge—select Fit to Print Size
& festoe pelale i Print On—choose 11x17
Crientation: Color/ Black and White:
(] porwat v] | Backand e ) This setting will also work for large booklets
["|Rotate by 180 Degrees

Copies: (1 to 993)

Unregistered ! .

ocument Size: Document Size: .

SL_e%r B 1) fetter @5"119 Y [ cswnreesen All users continue to:

o = i Make any other desired settings, such as
Fit to Print Size H v]

number of Copies

el i Click “OK” to close Properties

Print On: . . ] -
(L Regster Cumrent Setings..._ [ =) 1 Click “OK” or “Print” depending on the

application you are using to send job to
printer

[ OK ][ Cancel ][ Help




How do I insert covers on my document

0 RICOH Aficio MP C3000 PCL 5¢ Properties

Setup | Paper | Print Quality I Valid Access I I\

Documert Size:

]l
=

[ Print On

[Letier 25" 117) - p [Letter 25" 117) |
I Zoom % 100 = [Oln

Paper Selection: overs/Pages Selection

Same Paper for All Pages j

Same Paperfor All Pages
Front Cover

Use Slip Sheet

(Chaptering

Chaptering with Front Cover

¥ Optput Chaptering with Front and Back Covers

|p,-|,-¢ - Defl User Defined Pages
——

nput Tray

Type:
(33[Plain & Recycled =]
Custom Paper Size .. ‘ Restore Defaults |
oK || cancel |[ Hep |
% RICOH Aficio MP C4502 PCL 6 Properties (=23
_One Click Presets | Detailed Settings | Configuration/About
. Menu:
Current Setting P = _J Y -
Job Setup Basic Paper Edit Finishing
1| 11 F
.|
Paper Restore Defaults
4 T T
-
Qutput Tray:
@’Printer Default -
|:| Banner Page
Unregistered WP | Auto Tray Select WP |Plain & Recyded 1
Document Size:
Letter (3.5"x 117 Front Cover |
Print On: I _tT . Print Mode:
Same as Original Size _ input Tray. _ Print Mode:

@’Bypass Tray V] ﬁj’[One Side v]

[ Settings Summary ] _ Print Mode:
P Bypass Tray [Leave Blank v]

[ Register Current Settings... ] -ﬁ S0 Sheet -
[ oK ] [ Cancel ] [ Help ]

1 From your application’s print window, select
Properties

For pcl5e drivers:

Select the “Paper” Tab

Under “Paper Selection”

Click “Front and Back Covers”

Under Input Tray, select the tray containing

covers

I Be sure your paper type matches what you've set
under the copier’s Tray Paper Settings , otherwise
you will get a Paper Type Mismatch error

I Click “OK” to close Paper Tab

For pcl6 drivers:

I Select One Click (single/Double sided, Color,/Black
& White)

I Select “Detailed Settings”

1 Select “Paper”

1 Scroll down until you see Front Cover and check
box

I Under Input Tray, select the tray containing
covers

1 Under Print Mode, Select whether you are printing
single sided, or leaving black (Print on Both sides
requires Two sided having been selected from One
Click or manually under Edit before choosing
covers.

I Repeat for Back Covers

All users continue to:

I Make any other desired settings, such as number

of Copies

Click “OK” to close Properties

Click “OK” or “Print” depending on the application

you are using to send job to printer



Some of my fonts aren’'t printing correctly

=8 RICOH Aficio MP 3000 PCL 5c Properties (=3
|Se1up I Paper ‘ Print Quality |Va||d Access I |
Resalution TrueType
TrueType Maode:
600 dpi - }lDownIoad as TrueType j
'E] Download as TueType
Egizion Download as bt image
@ Fast -
Graphics Calor
[oChy ,m {* Automatic
@ ‘”) " Manual
Image Processing Sg?
Standard = [ UselCH
™ Edge to Edge Print
Restore Defaults
0K [ Canced ][ Heb |
How do 1 add a watermark
=8 RICOH Aficio MP 3000 PCL 5c Properties (=3
| Setup I Paper I Print Quality I Valid Access | Watermarks |
©
‘ Delete |
Teut: |CONFIDENTIAL
Size: 120
= | o il
ﬂ J ﬂ Angle: 547
Posttion ﬂ J ﬂ
« 000 y: 000 . R
(¢ inches " mm 40 D
Center Watemark | Calor... Fort... ‘
V¥ Transparert Text ™ On First Page Only
0K [ Cancd ][ Hek

Only available in pcl5e driver

From your application’s print window, select
Properties

Select the “Print Quality” Tab

Under “True Type Mode”

Click Download as bit image”

Make any other desired settings, such as
number of Copies

Click “OK” to close Print Quality Tab
Click “OK” to close Properties

Click “OK” or “Print” depending on the
application you are using to send job to
printer

From your application’s print window, select
Properties

For pcl5e drivers:

Select the “Watermarks” Tab

Under “Watermark”, select desired term
Make any desired settings, such as size,
angle, location

Click “OK” to close Watermarks Tab



=5 RICOH Aficio MP C4502 PCL 6 Properties

_One Click Presets | Detailed Settings | Configuration /About

Menu:
Current Setting r _,J = g
= el = :
Paper Edit Finishing Print Quality Effects
'l [ [l | »
.
e
4 Print Watermark
Watermarks:
COMNFIDENTIAL - [= Edit...
CONFIDENTIAL
URGENT
Unregistered DRAFT
" ORIGIMAL
Document Size: = Details...
Letter (8.5"x 117 o COPY o ===
Print On:
Same as Original Size
[ Settings Summary ]
[ Register Current Settings... ]
Ok ] [ Cancel ] [ Help
Edit Watermark @
Watermarks:
& [DRAFI' v] Delete
Q Edit
?’ Name:
: DRAFT
Q Text:
DRAFT
Font: Font Style:
Measurement Unit: ’Courier MNew - l [Regular -
Color:
Pasition ’BIad( hd l
¥ (-4.25 to 4.25inch) Size: Angle: Density:
0.00 = (6 to 300 points) (-180to 180degrees) {0 to 100%:)
y: (-5.50 to 5.50inch) EL 45 = 50 2
0.00 =
[ Centering ] [ Add ] [ Update ]
[ Eirst Page Only ] opague

[ Ok ] [ Cancel ] [ Help

For pcl6 drivers:

I Select “Detailed Settings”

I Select “Effects”

i Check box in front of “Print Watermark”
I Select desired Watermark

i Click “Edit”

I Make any desired settings, such as size,

angle, location

All users continue to:

I Make any other desired settings, such as
number of Copies

Click “OK” to close Properties

Click “OK” or “Print” depending on the
application you are using to send job to
printer



How do I cancel a print job

Jobs can either be cancelled by pressing Job Reset under the Print Function button at the copier or by pressing the Stop Key
on the control panel of the copier. You will have options to cancel the currently print job, all jobs, or one that is waiting to be
printed.

Job Reset

@Printer

1®ozwo| & |

Biax11 | 1117 | oot _— .
: Job Reset g

[t 1 At the copier, press “Printer” either
lob List |
Status  Twe  User D File: Marme Page(s) Gtv. Priority from the Home screen or the Function
Printing | [ | amerte [Ricoh Prososex_t1oeex_1356] 1 [ 4 |
Printing | @ | amrette |Ricoh_Pro90sEX_1106EX_1356 2 | 1 | button to the left of the touch screen

e i Press “Job Reset”

Mo. of Jobs: 2

To cancel the currently printing job

o The Job Reset key has been pressed, printing, and other print
jobs that were being processed and which could be stopped,
have been suspended. I Press “Cancel Printing” to delete the job
To continue printing press [Continue Printing], to cancel -
the following job press [Cancel Printing]. that is listed to the left under Job
To delete other suspended jobs press [Job Operation]. Information (current print job)

B Job Information
Marne: -
User ID: anvette \ Job Operation \
File Mame: Ricoh_Pro906EX_1108EX_1356E}_TV Manua

| Continue Printing | | Cancel All Jobs | || Cancel Printing |

Printer MAY 1,202

Printing: 1 min.  3:05FM w




To cancel a job that is still waiting to be printed

o The Job Reset key has been pressed, printing, and other print
Jobs that were being processed and which could be stopped,
have been suspended.

To continue printing press [Continue Printing], to cancel
the following job press [Cancel Printingl.
To delete other suspended jobs press [Job Operation].

P lob Information
Narne: .
User ID: anriette \ Job Operation |
File Narme: Ricoh_Pro%06EX_1106EX_1 356EX_TY_ Marua

| Continue Printing | | Cancel All Jobs | | Cancel Printing |

Printer MY 1,202
Printing: 1 min.  3:05PH

Job Operation Exit

Printing operation is suspended.
Select job and make a operation.

Status Type  User ID File Mame Page(s) Qty. Priority

Printing | | annette | Ricoh Prog06EX_1106EX_1356 2 | 1 | || Details |

Primting | W amrette | Ricoh ProS0fEX_1106EX 1356 2 | 1 | |

Delete

No. of Jobs: 2

o Are you sure you want to cancel
the following iob?

Mame:
User |D: annette
File Narme: Ricoh_Pro906EX_1106EX_1356E%_TY Manua L . pdf

Yes

I Press Job Operation

1 Select job to be deleted
I Press “Delete”

Whether cancelling current or pending job,
you will have to confirm that you want to
cancel

i Press“Yes”



How do I cancel job using the Stop key

1802uW0 o
84x11

oLt [ printdos Printfom Menory StoraeDeice |

Stas  Tywe User D File Narne Page(s) Gty. Priority
Printig | O | amnette | Ricoh Prod0éeX_T106EX_1356] 12 | 1
Printing | O | amette | Ricoh Prod0eeX_T106EX1356] 1 | 1
Pintha | O | anrette |Ricoh Prod0sEX_1106EX.1356] 2 | 1
Printia | O | annette [Ricoh Prod0sEX_1106EX.1356] 2 | 1
No. of Jobs: 5 172

To cancel the currently printing job

@ The Stop key has been pressed, printing, and other print )
jobs that were being processed and which could be stopped, 1
have been suspended.

To continue printing press [Continue Printingl, to cancel
the following job press [Cancel Printingl.
To delete other suspended jobs press [Job List].

P Job Information
Narme: |

User ID: annette
File Name: Ricoh_Pro906EX_1106EX_1 356EX_TV_Manua

JobList |

| Continue Printing | | Cancel Printing |

Pvét Address, Subnet Mask and Gateway Address. Printer WAV 1,2012
Printing: | min.  3:0%PM

At the copier, press “Printer” either
from the Home screen or the Function
button to the left of the touch screen

Press “Stop”

Press “Cancel Printing” to delete the job
that is listed to the left under Job
Information (current print job)



To cancel a job that is still waiting to be printed

The Stop key has been pressed, printing, and other print
iobs that were being processed and which could be stopped,
have been suspended.

To continue printing press [Continue Printingl, to cancel

the following job press [Cancel Printing].

To delete other suspended jobs press [Job List],

Plob Information

Narne: 7
User ID: arnette | Job List ‘l
File hame: Ricoh_Pro906EX_1106EX_1356EX_TY_Marnua

[ Continue Printing |

[ Cancel Prirting |

Frinter
Printing: 1 min

——

Job List: Print Jobs Suspended
Print jobs have been suspended hecause the Stop key was pressed.
To delete suspended jobs, select jobs then press [Delete Reservation].
‘ Copier / Document Server H Printer H Others ‘
Status Mo, User Name File Name Criginal Quantity Tine Recuired Waiting Jobs: 2
Printing (@ 321 amette MPCSSOLMPCESO- 8 1 Tminf|  Detals |
001 IQ, 322 annette \shpsanchor.edf 1 1
002 |§ 323 annette |Ricoh ProdosEd--| 12 | 1 | Delete Rezervation

[Printer] Delete All

141

o Are you sure you want to cancel
the following job?

Marme:
User ID: anhette

File Name: Ricoh_Pro906EX_1106EX_1356EX_TV_Manual .pdf

i Press “Job List”

1 Select job to be deleted
i Press “Delete Reservation”

Whether cancelling current or pending job,
you will have to confirm that you want to
cancel

i Press“Yes”



IT you need to send the job to the printer, but not have it print until you release it, or send a sample copy, this can be done
under the Job Type menu. These options are as follows:

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 HOD after printing. (See next section for how to set up/retrieve locked prints.)
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 it can be checked for accuracy prior to printing the
entire job. Only the quantity can be changed.

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. NOT
RECOMMENDED, AS IT TIES UP MEMORY.

Document Server: Sends files directly to the document server for storage and printing at a later date. You don't apply any

print settings here, that is done at the copier when you retrieve the job. This feature can also be used to merge jobs from
multiple applications and print as one document.

0 RICOH Aficio MP C3000 PCL 5¢ Properties (=5 = RICOH Aficio MP C4502 PCL 6 Properties (=2
Setup | Paper | Print Qualty | Vaiid Access | Watemarks | One Click Presets | Detailed Settings | Configuration/About |
opies: [l P it List...
j T Y 0One Click Preset List: [ Setro et ]
L Current Setting o
= = .
_ 12 |
Store and Prirt — . — — =
Document Server E
= q Basic Setting Zoni 1 sided
Paper Size: " E |1 Page per Sheet j r | &
Letter (8.5" % 117) @
Input: L ‘ == ==
Auto Tray Select 5 Right, then Dow |
Plain & Recycled A El ®[Rigi. hen Down = 1=+ |
Qutput: Duplex: = =
Printer Default
Open to Left | & ) ) ) L )
Settings | J Unregistered 2 on 1 (2 sided) Black and White (2 sided) Black & White Single Sided il
Dy t Size:
Save... W' lgnore Application Collate I_Dec?trg??S.SIEi 119 i Job Type:
St Print On: P |Normal Print vl [ Details...
Load... B ®| ELiE J B ®| J Same as Original Size
off ~ off )
Sample Print a0 ¥
Color/ Black and White: Locked Print Trily Select V]
, Biackand Whte v Hold Print ir Tbe:
[ Settings Summary ] Stored Print & Mlecyded ']
Store and Print
Document Server es:(f to 999)
About... | Restore Defautts | [ Register Current Settings... ] e Do o v - T =
ok [ cancel | [ Hep | [ ok J[ canel |[ Heb




Sending a Locked Print from Your Computer

2]

rPrinter

Marme: | ¥ RICOH Aficio MP C3000 PCL 5¢ j Froperties |
Status: Toner Low Bl o, |
Type:  RICOH Aficio MP C3000 PCL 5c =

Where: Buffalo Office I Prirt to file
Comment:

~Page range Copies

&« 4l Number of copies: Il 5‘

' Current page " Selection

" pages: I ¥ Collate

Tvpe page numbers and/or page
ranges sepatated by cammas counting
from the start of the document ar the
section. For example, type 1, 3, 5-12
or plsl, plsz, pls3—pdss

Print what: IDocument LI rZoarn
Ptint: I.ﬁ.ll pages in range LI Pages per shest: Ilpage LI Wlth your flle Open
Scale ko paper size: IN-:: Scaling LI _ A
1 Select File
Qptions... oK, I Cancel | i Pl’int
1 “Properties” (or Preferences)

= RICOH Aficio MP 4002 PCL 5e Properties (3w

Click on drop down arrow under Job Type

Setup | Paper | Print Quality I Valid Access | Waterrnarksl

Job Type: Copies
& [Nomal Print - -
Origntation:
@ [Poman v] [] Rotate by 180 degrees
Layout:
Classification Code: -
Festieation —ode —, [1 Page per Sheet v]@ Draw Frame Border
Paper Size: =
Letter (B5"x 11) ‘ ‘ Fage Order
Input: | @ Right, then Down
Auto Tray Select
Plain & Recycled 2 Duplex:

Settings [Open to Left v]@ Mon-Reduction Booklet

Load

lgnore Application Collate

About .. ] [ Restore Defaults ]

[ ok |[ coanesl |[ hHep |




= RICOH Aficio MP 4002 PCL 5e Properties

I

Setup |Pauer | Print Guality I Walid Access Srmarks |
= Job Type: Copies
7 B [Locked Pint - -
"] — ey
Classffication Code: -
sesticatlon Lods — EI 1Page per Shest @ Draw Frame Border
Paper Size: ‘E ‘
Letter (3.5" % 117)
Input: | @ Right, then Down
Auto Tray Select
Plain & Recycled - DUP‘EX
Ignore Application Collate
Load... Staple
El Ca— R
About I [ Restore Defaults
[ ok ][ Cancel |[ Hep
Locked Print Details [~ 8| [z

User D
(Up to 8 alphanumeric [a-z A-Z,0-9] characters)

Password:
(4-8 digit numbers)

oK || Cancel ||  Heb

For pcl5e drivers:

I Under Job Type, select “Locked Print”

I Go to “Details”, enter your name and a 4-8
digit (numbers only) password.

«OK”

Select any desired print settings such as
duplex, booklet, staple etc. in the printer
properties tabs

Enter desired number of copies

Click “OK” to close Properties

OK or Print (depending on the application
you are in)



=2 RICOH Aficio MP C4502 PCL 6 Properties

One Click Presets | Detailed Settings Conﬁguraﬁoanbout|

One Click Preset List:

[ Manage Preset List...

Current Setting i
== ==
12 |
Im — =
4 Basic Setting Zon1 1 sided
== ==
1=2 |
== 2 on 1 (2 sided) Black and White (2 sided) Black & White Single Sided
Document Size:
Letter (3.5" x 117 _ Job Type:
Print On: @[Lod@d Print v] = [ pemis. |
Same as COriginal Size
Document Size: Input Tray:
[Letber (8.5"x 117 v] @[Aum Tray Select v]
Qrientation: Paper Type:
[ Eeiiinnst ] [G Portrait v] [Plain & Recyded v]
Color/ Black and White: Copies:(1 to 993)
[ Register Current Settings... ] [ooo Black and White '] 1 :
[ OK ] [ Cancel Help
Job Type Details [~ 7 |[E3a]| | Job Type Details [-7-|(mESm]
Enter User ID:
User ID: {Up to 8 alphanumeric [a-z,A-Z,0-5] characters) User ID:
Amnette Windows LoginName | aiian
Passwaord: Password:
{4 to 8 digit numbers) (4 to & digit numbers)
oK. l [ Cancel ] [ Help OK ] [ Cancel ] [ Help

For pcl6 drivers:

I Select appropriate One Click for job
settings

I Under Job Type, select “Locked Print”

i Go to “Details”,

I Enter your name and a 4-8 digit (numbers
only) password.

I Select Windows Login Name and enter a 4-
8 digit (numbers only) password.

Click “OK”

Enter desired number of copies

OK

OK or Print (depending on the application
you are in)






= RICOH Aficio MP €3000 PCL 5¢ Properties (3]

Setup | Paper | Print Qualty | Valid Access | |

= Job Type: Copies:
3| Locked Prmt = h L=
Details...
Orientation: .
EI | Portrait | I Rotated
~l@r

Letter (8.5"x 11"}
Input: L
Auto Tray Select = |
Plain & Recycled
Qutput:
Printer Defautt 52 j
Settings

Save...
Load
T [R|®ok g
Color/ Black and White:
, Black and White -
About... | Restore Defaults |
oK | coneel |[ Hep |
Warning IEI

[Non-Reduction Booklet] is only supported for the following Document
! . Sizes in applications:
Letter, 5.5" x8.5", A4, A5, AG, BS, B6 and 16K.

Please make sure the "double-sized” paper of the Document Size is
loaded in the Printer.

Cancel

From your application’s print window, select”
Properties”

Under Duplex, select “Booklet”

The default will be to print this on letter
sized paper, giving you a small bookleft.

If you want it printed on 11X17 paper, select
"Non-Reduction Booklet”. The reminder that
pops up is just telling you to have the larger
paper size available. The tray is
automatically selected for you when you
check this box.

If your copier has a saddle stitch finisher,
select "2 at Center” under Staple (this
option is not available on the copier T am
using for this guide)

Make any other desired settings, such as
number of Copies

Click "OK" to close Properties

Click "OK" or "Print" depending on the
application you are using to send job to
printer



How do I enlarge the image I want to print

Paper Selection

Covers/Pages Selection

|Same Paper for All Pages

¥ Output Tray:

O Input Tray:

|Prirrter Default j

T.

‘Auto Tray Select j
Type

() [Plain & Recycled -]

Custom Paper Size... | Restore Defaults

= RICOH Aficio MP C3000 PCL 5¢ Properties ==
Setup | Paper | Prirt Quality | Valid Access [ |
Document Size:
[Latter (8.5"x 117} | |
@ [100 =

[ ok ][ cance |[ Hep

)

How do I insert covers on my document

#1 RICOH Aficio MP C3000 PCL 5¢ Properties

Setup | Paper | Print Quality | Valid Access |

Document Size
[Letter 5" % 11 =]
[~ Zoom % [100 =

I Print On

e Letter (8.5"x 11)

Gyl

Paper Selection

overs/Pages Selection

| Same Paperfor All Pages

Same Paperfor All Pages
Front Cover
and Back Covers
Use Slip Sheet
Chaptering
Chaptering with Front Cover
Chaptering with Front and Back Covers
User Defined Pages

jtput
r Def

3]*

i

Type:

(3)|Plain & Recycled =l

Custom Paper Size.. | Restore Defaults

oK | [ cenca ||

Help

]

From your application’s print window, select
Properties

Select the "Paper” Tab

Under Document Size, select the size of your
document

Click the box next to "Print On"

Select the "11X17" paper size under Print On
Click the box next to "Fit fo Print Size"

Click "OK" to close Paper Tab

Make any other desired settings, such as number of
Copies

Click "OK" to close Properties

Click "OK" or "Print" depending on the application
you are using to send job to printer

From your application’s print window, select
Properties

Select the “Paper” Tab

Under "Paper Selection”

Click "Front and Back Covers"”

Under Input Tray, select the tray containing covers
Be sure your paper type matches what you've set
under the copier's Tray Paper Settings , otherwise
you will get a Paper Type Mismatch error

Click "OK" to close Paper Tab

Make any other desired settings, such as number of
copies

Click "OK" to close Properties

Click "OK" or "Print" depending on the application you
are using to send job to printer



Some of my fonts aren't printing correctly

| Setup I Paper | Print GQuality | Valid Access | Watermaris |

/= RICOH Aficio MP C3000 PCL 5¢ Properties [=E3e])
| Setup I Paper | Print Quality |Va|id Access I ‘
Resolution TrueType
TrueType Mode
600 dpi - }lDownIDad as TueType j
. 'E] Download as TueType
EEizize @ Download =3 bit mage
@ Fast -
Graphics Color
ol - * Automatic
lector -
@ “W " Manual
Image Processing: Vog?
Standard =] ™ UselCM
[” Edgeto Edge Print
Restore Defaults
oK || cancel |[ Hep |
How do I add a watermark
/= RICOH Aficio MP C3000 PCL 5¢ Properties (22

COMFIDENTIAL hd

Delate |

A s

Test: |CONFIDENTIAL
Size 120
S B | 2
ﬂ J ﬂ Angle: +54°
Postion ﬂ J ﬂ
o 000 y: 0.00 . N
* inches " mm =0 U il
Center Watermark | Color... Fort... |
v Transparent Text ™ On First Page Only r

oK || Cancel || Heb

From your application’s print window, select
Properties

Select the "Print Quality” Tab

Under "True Type Mode"

Click Download as bit image”

Make any other desired settings, such as
number of Copies

Click "OK" to close Print Quality Tab
Click "OK" to close Properties

Click "OK" or "Print" depending on the
application you are using to send job to
printer

From your application's print window, select
Properties

Select the "Watermarks" Tab

Under "Watermark", select desired term
Make any desired settings, such as size,
angle, location

Click "OK" to close Watermarks Tab
Make any other desired settings, such as
number of Copies

Click "OK" to close Properties

Click "OK" or "Print" depending on the
application you are using to send job to
printer



How do I cancel a print job

Jobs can either be cancelled by pressing Job Reset under the Print Function button at the copier or by pressing the Stop Key
on the control panel of the copier. You will have options to cancel the currently print job, all jobs, or one that is waiting to be
printed.

Job Reset

Printer

1802w w
Bax11 | 11%17 | veDriver

Please wait.

M " M n M
e\ | e At the copier, press "Printer” either
ot _Tpe e et Pase) Q. Prority - from the Home screen or the Function
Printing | [ | amnette [Ricon Prog0gEx_1106EX_1356| 1 | 4 |

button to the left of the touch screen

Printing ’ @ | annette |Ricoh_Pro906EX_1106EX_1356) 2 | 1 |

No. of Jobs: 2

Check IPv4 Address, Subnet Mask and Gateway Address M&Y 11,2012

.................................................... ° Pr,ess “J’ob ReSe.‘.H

a3 3201PH v

To cancel the currently printing job

o The Job Reset key has been pressed, printing, and other print
jobs that were being processed and which could be stopped,
?ave been suspended. c - | l e Press "Cancel Printing" to delete the job
o continue printing press [Continue Printingl, to cance -
the following job press [Cancel Printing]. that is listed to the left under Job
To delete other suspended jobs press [Job Operation]. Information (current print job)

P Job Information
Name: ;
Lser D: aete . Job Operation |
File Name: Ricoh_Pro906EX_1106EX_1356EX_TY_Manua

| Continue Printing| | Cancel ALl Jobs | || Cancel Printing |




To cancel a job that is still waiting to be printed

o The Job Reset key has been pressed, printing, and other print
jobs that were being processed and which could be stopped,
have been suspended.

To continue printing press [Continue Printing], to cancel
the following job press [Cancel Printing].
To delete other suspended jobs press [Job Operation].

P Job Information
Narne: -
User ID: annette ‘ Job Operation |
File Name: Ricoh_Pro906EX_1106EX_1356EX_TVY_ Manua

| Continue Printing| | Cancel AlL Jobs | | Cancel Printing |

Printer MAY 11,2012
Printing: 1 min. ~ 3:05PM

Job Operation Exit

Printing operation is suspended.
Select job and make a operation.

Status ~ Twpe User D File Narme Page(s) Qty. Priority
Printing | @ | arnette | Ricoh Prod0sEX_T106EX_1356| 2 | 1 | || Detals |

Printing l [ | annette 'Ricoh_Pro906EX_1106EX_1356 2 = 1 | |

No. of Jobs: 2

o Are you sure you want to cancel
the following job?

Narne:
User ID: annette
File Narne: Ricoh_Pro906EX_1106EX_1356EX_TY Manual .pdf

e Press Job Operation

e Select job to be deleted
e Press "Delete”

Whether cancelling current or pending job,
you will have to confirm that you want to
cancel

e Press "Yes"



How do I cancel job using the Stop key

) Printer

1T@2wo o
Bax11 ‘ %17 | ot
| Job Reset

Frint from My Storaze Device

Pt Gy, Prority Job Operation

6] 12 | 1 | Fomn Feed
6| 1

B
o
-
.
2

a4 A

Ricoh_ProXEBX_10615% 2
No, of kbs: 5
m
% Stop
Check ~>L0f
Dataln Status o

v
—

To cancel the currently printing job

0 The Stop key has been pressed, printing, and other print
jobs that were being processed and which could be stopped,
have been suspended.

To continue printing press [Continue Printing], to cancel
the following job press [Cancel Printing].
To delete other suspended jobs press [Job List].

P Job Information
Narne: ’

User ID: annette
File Name: Ricoh_Pro906EX_1106EX_1356EX_TY_Manua

JobList |

| Continue Printing | | Cancel Printing |

Printer MAY 1,2012
Printing: 1 min, 3:09PH

At the copier, press "Printer” either
from the Home screen or the Function
button to the left of the touch screen

Press "Stop”

Press “"Cancel Printing” to delete the job
that is listed to the left under Job
Information (current print job)



To cancel a job that is still waiting to be printed

o The Stop key has been pressed, printing, and other print
jobs that were being processed and which could be stopped,
have been suspended.

To continue printing press [Continue Printing], to cancel
the following job press [Cancel Printing].
To delete other suspended jobs press [Job List].

Press "Job List"

P Job Inforration
Name: ’

User ID: annette
File Name: Ricoh_Pro906EX_1106EX_1356EX_TV_Manua

JobList |

| Continue Printing | | Cancel Printing |

Check IPv4 Address, Subnet Mask and Gateway Address Printer MaY 71,2012

e Frining: | min,__3:0%PH : Select job to be deleted
Press "Delete Reservation”

m

N

=
[ ]

Job List: Print Jobs Suspended

Print jobs have been suspended because the Stop key was pressed.
To delete suspended jobs, select jobs then press [Delete Reservation].

| Copier / Document Server || Printer J] Others I
Status No. User Name File Name Original Quantity Time Reouired Waiting Jobs: 2
Printing @ 321 [amette MPC3S00PCASO--| 8| 1 | Tmin|[  Detals |
001 |Q 322 \annette |shpsanchor.pdf | 1 1
002 |.§ 323 |annette |Ricoh_Prod0éEX--| 12 | 1 | Delete Reservation
[Printer] Delete All
11

Whether cancelling current or pending job,
Are you sure you want to cancel

e Tollowirg: jobs you will have to confirm that you want to
cancel

Narme:
User ID: annette
File Narme: Ricoh_Pro906EX_1106EX_1356EX_TV_Manual .pdf

Yes e Press "Yes"




If you need to send the job to the printer, but not have it print until you release it, or send a sample copy, this can be done
under the Job Type menu. These options are as follows:

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 HOD after printing. (See next section for how to set up/retrieve locked prints.)
Hold Print: Temporarily holds multiple print files in the memory until selected. Does not require the user o enter a password.
Sample Print: Outputs the first set of a multiple-set print job so that it can be checked for accuracy prior to printing the
entire job. Only the quantity can be changed.

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. NOT
RECOMMENDED, AS IT TIES UP MEMORY.

Document Server: Sends files directly to the document server for storage and printing at a later date. You don't apply any

print settings here, that is done at the copier when you retrieve the job. This feature can also be used to merge jobs from
multiple applications and print as one document.

8 RICOH Aficio MP C3000 PCL 5¢ Properties ==
Setup ‘ Paper I Print Quality I Valid Access | Waterrnarks|
= Job Type: lopies:
1— ®|Norrnal Prirt E“
Document Server
Paper Size |1 Page per Shest j r
Letter (8.5"x 11") @
Inpust: L
Auto Tray Select 3 Right, then Down
Plain & Recycled G‘)' = J
Output Duplex:
Printer Defautt % |Open to Left j @ r
Settings .
Save I Ignore Application Collate
Load... Staple:
&] ®pr 3 [R]ow =
Color/ Black and White:
, Black and White hd
About... | Restore Defaults |
oKk | [ cancel | [ Heb |




Sending a Locked Print from Your Computer

Print 2] x|
rPrinter
Mame: I C;g RICOH Aficio MP C3000 PCL Sc d Broperties |
Skatus: Taner Low Find Prirker. .. |
Type! RICOH Aficio MP C3000 PCL Sc - -
Where: Buffalo Office I Print to il
Comment:
~Page range Copie
Lol Mumber of copies: |1 E‘
£ Current page £ Selection
" pages: I ¥ Collate
Tvpe page numbers and/or page
ranges separated by commas counting
from the start of the document ar the
section. For example, bype 1, 3, 5-12
or plsi, pls2, pls3-p8s3
Print what: IDocument ﬂ rZoam
Print: IAII pages in range ﬂ Pagss par shest: Il page LI
Scale to paper size: IND Scaling LI
optians. .., 0K I Cancel |

) RICOH Aficio MP 4002 PCL 5e Properties (==

Setup | Paper I Prirt Quality I Valid Access I W k

Job Type: Copies:
& [Nomal Print - -
Orientation:
[F‘ortrﬁ'rt v] [ Rotate by 180 degrees
ut:
Classification Code: - Leyo
— [1 Page per Sheet v] @ Draw Frame Border
Paper Size = .
Letter (8.5" x 117) ‘-— ‘ Page Order:
Input: B B @ Right, then Down
Ao Tray Select
Plzin & Recycled &2
- ]@ Non-Reduction Booklet
Settings

Load...

About... I [ Restore Defaults ]

[ ok ][ cance |[ Hep |

With your file open

Select File

Print

"Properties” (or Preferences)

Click on drop down arrow under Job Type



=% RICOH Aficio MP 4002 PCL 5e Properties

Copies

Staple:

Setup | Paper | Print Qualty | Valid Accefs | |
= Job Type:
L ® [ Locked Pint SR E
Orientation:
@ [Portm'rt v] [7] Rotate by 180 degrees
ut:
Classification Code: - Layo
- [1 Page per Sheat ] @] Draw Freme Border
Paper Size: ‘E ‘
Letter (8.5"x 11")
Input: b @ Right, then Down
Auto Tray Select
Plain & Recycled - Duplex:
Settings % [Open to Left v]@ MNon-Reduction Booklet
1
:
1 lgnore Application Collate
F2
Load... 3

] %0

v]|E|®oﬁ

About... ] [

Restore Defaults

]

[ ok J[ caneal ||

Help

]

P

Locked Print Details

User 10

(Up to 8 alphanumeric [az.A-7.0-9] characters)

Passward:

(4-8 digit numbers)

0K | [

Cancel

o

Under Job Type, select "Locked Print"

Go to "Details”, enter your name and a 4-8
digit (numbers only) password.

“OK"

Select any desired print settings such as
duplex, booklet, staple etc. in the printer
properties tabs

Enter desired number of copies

OK

OK or Print (depending on the application
you are in)



To Retrieve All Your Locked Print Jobs

1802MWD] &
Bec1 | 11617 | 0y , ,

e At copier press Printer Button
[ Job List \’ Print Jobs \ | Print from Memory Storage Device | e Select your name

P Select Job Type I P Select User ID

AlL Jobs | I annette |

Locked Print Job
Sample Print Job

Hold Print Job '

Stored Print Job

MAY 1,2012 =
1:57PM bt

Print Jobs: User ID

Select job(s).

User ID Date / Time File Narne
Selected: 1 . . . .
| 8@ amette May 01 01:56M | [ Select All lobs ]\ e Select the first job in your list
l % @ | annette May 01 01:52PM | : ' e e Press SCICCT A” JObS

|
J

Change Password




Print Jobs: User ID

Select job(s).

; talD Dierlipe File Name Selected: 2
| 88 amette May 01 0156 | [ Select All lobs_|
| 88 annette May 01 01:52M | [ Clearmr |

e Press Print

e Enter the password that you created at

your computer
e Press OK.

4 Address, Subnet Mask and Gateway Address

Enter the password with the Number keys,
then press [OK].

Cancel




(1] ﬁ]r:fﬁtlowigz %/ou want to print e Press Print to release job(s) for printing

User ID: annette
File Mame: MPC3500_MPC4500_F inancia Report .pdf

Change Qnty. : 1 —)- - 999

| Cancel ||Detailed Settings Print

Check IPv4 Address, Subnet Mask and Gateway Address
(103

Detailed Settings allows you to change print settings, be sure to only select one print job when using this feature.
Your jobs will be erased immediately after printing.

Hold and Stored print jobs are released in a similar manner. Remember this is no password on a Hold job. I don't recommend
Store, but if you've sent a job using that method, be sure to only select the jobs you haven't already printed.

How do I print from a thumb drive

S —
- e Insert your thumb drive into the USB slot

1
B TeT [T jf k- on right side of control panel




MeED2uoB3Unjadn] &
Box11 | B'ax11 Bax14 | 1117 | Ui
Job Reset
J Job List \[ Print Jobs \ | Print from Memory Storace Device L ;
Status Type  User ID File Name Page(s)  GLy.  Prionity "
No Print Job.

JUN 20
6:25PM

Print from Memory Storage Device

Select memory storage device.

Mem.DeviceZ

0 Information about Removing Memory Storage Devices

When removing a storage device such as an SD card or a USB memory, )
prevent the loss of data by returning to this memory storage device -
selection screen. Then remove the memory device after checking . @

the device is not being used.

Press "Print from Memory Storage Device"
Note: some thumb drives may not be
compatible. If this is the case it will show
that it's inserted, but will be grayed out

Press "MemDevice2"



Detailed Settings

Select the key, then press [OK].
To display the latest paper tray information, press [Refresh Paper Tray Information].

Print from Memory Storage Device
Select the file(s) to print. Back to dev. slct. scr.
To remove device 9o to memory storage device selection screen. 1
Up One Level Cloar All

Type File Name File Size Order
| B2 MP6000_P 7000 1P8000_QuickReferenceCopybuide.pdf |305B | |
| Baf IMPC 3300 brochure.pdf 8678 | | -
[ B2 RICOH 906EXT106EX tips .pof soe ||
| Ricoh Power consumption & Avg Mo Volumes .pdf | 1MB | |
| B Ricoh QuickReferenceCopyGuide.pdf 3058 | 1] |

Detailed Settings .I

[ B |Ricoh_Color_Products_Paper Finishirg Guide.pdf | 148 | |/
| Storing Documents in Document Server.pdf [31%B | |LJ LM
| B |Web Imase Monitor Scan to Email Settinos.pdf | 1128 | |‘ Y | |L_Start Frintins_|

l Cancel ] I OK l

Quantity

it 18 02UOB3 U040
Seltgctier 8% 11| 8%%11 | 8%%14 | 11x17 || use orivers

Command

|0 Refresh Paper Tray Inforrnation| \

P Print Size

Full Size Fit to Paper Size

P Color Mode

Black & ‘White o

Color

Edit H Finishing H Resolution

e Select the desired file

e Press "Detailed Settings” and make any
desired print settings

e In this screen you can resize document to
fit to the paper size available, select paper
tray, select Black & White or Color



Detailed Settinas
Select the key, then press [OK]. Selected [ Quantity
To display the latest paper tray information, press [Refresh Paper Tray Information]. 1
Select item. -
P 2 Sided P Magazine
7 7 .
2 | B | @ | @
Open to Left || Open to Top || Open to Left [|Open to Risht
P Corrbine
1 1 1
e &
2 pages 4 Pages 6 Pages 9 Pages 16 Pages
| [ r
] Edit || Finishing H Resolution ]
[}
Detailed Settinas
Select the key, then press [OK].
To display the latest paper tray information, press [Refresh Paper Tray Information].
Select item.
P Sort / Stack
1 L A S
iz | | K| e
Sort Rotate Sort || Shift Collate Stack
P Staple
[}
Edit Finishing ” Resolution

Detailed Settinas
Select the key, then press [OK].

To display the latest paper tray information, press [Refresh Paper Tray Information].

Select item.

600 dbi (Fast) || 600 cbi (Standard) 600 cb (Hish Guality)]

120001 |

Edit

H Finishing || Resolution |

Press "Edit Tab" fo select "2 Sided"”
printing options, or image combinations

Press "Finishing" for "Sort”, "Stack" or
"Staple” options

Press “"Resolution” to increase the
resolution if desired



Print from Memory Storage Device

Select the file(s) to print. Back to dev. slct. scr.
To remove device go to memory storage device selection screen.

ticoh Training Up One Level

Type File Name File Size  Order
l [MP6000_MPT000_MPB000_Qui ckReferenceCopyGuide.pdf | 305KB |
| B3l MPC 3300 brochure.pdf 8678 |

l |RICOH 906EX1106EX tips .pdf | 408KB |

l |Ricoh Power consumption & Ava Mo Yolumes .pdf L
[ Ricoh QuickReferenceCopyGuide.pdf (305KB 1
l |Ricoh_Color_Products_Paper_Finishing_Guide.pdf | 1MB |

l |Storing Documents in Document Server.pdf |319%B |

l |Web Image Monitor Scan to Email Settings.pdf [112B

o Printing the following file(s)...

File Name: Ricoh QuickReferenceCopyG..

Printer
Printing: 1 min

RICOH

Ready

Wo3 04D L

18 0|2
Baxl1 Bl Biaxth | 1117 | ey

B [ pint ks Pin fom Menory Storoe Deice |
Stats  Tye User D File Narne, Poss) Gt Pty (L% Oeratin |

No Print: Job.

Press "Start Printing"

Printing message appears while file is in use

After printing is complete, press "Reset”
Remove your thumb drive



Scanner Features

Home Reset Program In

2 B
o

l‘ Store File H Scanned Files Startusrl \ Check Modes I

Search Dest, Preview

e it TN I
t 3

E-mail Address: 0

e Reg. No,,,IIManual Entry“ Recentm| I To H Cc H Bec I

|« JAuto Density| > |* [Freavent | a8 | co | eF | oH [ 1k J[ v [ opa [ RsT | uww | xvz |[chance Titte

: [00003]
annette
Original. Feed! Type (RIFED
Send File Type / Name

-

sS 12
k.h"'J 4z

Datain Status

© u

Q
=
ra
2
>
.-
.
-
.
-~
4,

a4

234

=
|

Scanning takes your paper originals and sends them back to your computer as an electronic document. Depending on your
company's policy, you may be set up to scan to your email, Yo any email address, or to a folder. For scan to email, T

recommend that you send to yourself, then forward. This way it is in your sent box on your computer and the recipient sees
that it is coming from you, rather than from your copier.

You will have various options when scanning, such as whether to scan in color or black and white—even if your copier only

prints in black. You can scan two sided originals, resize the document, choose your file format and name the file. The
Preview option will show you the file size.



Reset Program intem

l Store File 1”1 Scanned Files Status ‘ | Check Modes l

oo

stination.

-~
o

U0

E-mail Address: 0

= | Reg. No,"”Manual [ntryﬂ Recentm| | To || Cc “ Bec |

" [Fewent] s8 | o [ e [ o4 [ o [l [ opo [ ot f uw [ xrz Jlchee e

P 7 [00003]

— annette
Original Feed Type (RICED
Send File Tyne / Name

jdress. 12

-
-
-
.
AJ
v
D
-
"

ind Gaf
Check
Datain Status

How do I scan a single sided document to my email

e Place document face up in feeder

e Select "Scanner” from either the button to
the left of the display screen or from the
home screen

e Select your name

e Press Start

If you are scanning of f the glass, continue to place originals and press Start. After all originals have been scanned, press the #
(Enter) Key.

When Memory goes back to 100%, your scan has reached its destination. This should happen within seconds, if not check with
your network administrator to see if there are any network issues.



How do I scan a single sided document to a folder

‘ Store File H Scanned Files Status ‘ | Check Modes |

tOE L Folder Dest. 0

] __ —

EETe et
e e o]

oo |

I I N 5 A
5
i ]

Looom}
Scans
Ser File Type / fame

Select Stored File ‘ Text H Stbject H Security H Sender Mame H Recept. Notice

Job List

How do I name a file that I am scanning

’, Store File H Scanned Files Sfafug ‘ l Check Modes ]

stination.

M Detect E-mail Address: 0

Scan Settings
— - IReg. No,v_HManual Entrv“ Recentml [ To H Cc “ Bec |

Auto Density  [Frequent | 48 [ oo || EF | oH [ 1ok [ L || ora | RST || uvi || xvZ ||chance Title
|« Jao esi] » | o [k [ | Luw |

i riginal Mg ;%ur‘:tue?te

Send File Type / Nameml
Select Stored File
Ch Address, Subne:

MAY 1,2012
4:01PH

t M

(10

Place document face up in feeder

Select "Scanner™ from either the button to
the left of the display screen or from the
home screen

Be sure you are in the Folder Tab

Select your folder

If this is a shared folder, you may want to
name the file (see next section)

Press Start

Place document face up in feeder

Select "Scanner™ from either the button to
the left of the display screen or from the
home screen

Select your email or folder destination
Press "Send File Type/Name"



7~} Scanner

() Ready
Set original and specify destination.

Send File Type / Name
Select item.

| Single Page H Multi-page ‘
PFile Type ‘

| TIFF [ POF | L pora
P-PDF File Setting

| Security Settings H Digital Signature ‘

—_— 0001

File Name Cancel I I 0K

Enter File Mame, then prass [OK].

shiftlock || shift | | sme |

Text Entry IJser Text |

Press "File Name"
Type the name
Press "OK"

Press Start



What options are available in scan settings

’ Store File H Scanned Files Status ‘ l Check Modes l

stination. 0 100%

E-rnail Address: 0

' IReg No,, ]Manual Entnﬂ Recentl I H Cc “ Bec |

[o0003]
annette

Send File Type / Neme

Select Stored File

@ Scanner

Set original and

Scan Settinas

J Criginal Type \I Resolution ’ Scan Size I

e Place document face up in feeder

e Select "Scanner™ from either the button to
the left of the display screen or from the

home screen

e Select your email or folder destination

e Press "Scan Settings”

¢ Change desired settings
e Press"OK"

e Press Start

> Scanner

y destination.

Scan Settings

| FullColor: Test / Phota | Full Colr: Glossy Phota

Edit I Original Type { Resolution \I Scan Size { Edit
Select Original Type. Select Resolution.
[Black & White: Text| (B W Tott / e At || & : Tt / poto | _blck & e hota | | | || R | 100 I 200 i I 300 i |
Gy Scale . | 400 chi I 600 chi |

Auto Color Select

dress, Subnet Mask and

s, Subnet Mask and

Choose color or black and white

choose resolution—the higher the dpi, the bigger your file size



&
[ Feien | O Ready ez D

Set original and specify destination. 0 Set original and specify destination.

Scan Settings Scan Settings

\’ Edit I Original Type ‘ Resolution ’ Scan Size I Edit \

’ Original Type ’ Resolution ’ Scan Size

Select item.

L u
\E‘ | Erase Border ' l Reduce / Enlarge l

Select Scan Size.

, Auto Detect H Mixed Criginal Sizes | Aut

[ txima [ sxua || sxa | sxna [ #xia |
[ wmxaa || sxsa [ asm | wma (= |

| a8 || s | eusa || esusa || Bsusa |

Select mixed originals if you have different sizes Erase the edges or change original size. Reducing original size
also reduces file size
> Scanner
> Scanner

- -

fy destination.

() Ready Search Dest

Set original and s y destination.

al anc
Specify Size

Specify the size.

Select item. §
I ity Resrodiction it O |

Reduce / Enlarge | Cancel I l OK I

FullSie ‘121%129%155%25?;%,?400% [ xir [ sxis [ mxis [ exi [ sexs |
") (=] 2w 50% ([ 65% [ 73% |[ 78% | 85% | 93% Lo | om s | s | B |
S [ esus [[ eeus [[ toodssem || 1é8c0m |
PSpecify Size

You can either pick a percentage or choose by size, when you press "Specify Size" this screen appears. Pick the size you want
the document to be.



How do I scan a two-sided original

= Scanner | Store File | [ Scamed Files Status | | Check Modes |

OReady W

ol

E-rnail Address: 0

Rea. Nov.”“Manual Entry“ Recentml | To H Ce “ Bcc I
Freauent || AB (| CD | EF || GH | IJK |[ LMN [ OPQ || RST || UVW || XYZ |Ehange Title
Lo0003]
annette

MAY 71,2012
4:01PM

-
Original Feed Type
Select item.
»Criginal Orientation

I [RlF=] ” Er= ‘ Starmp
»Criginal Settings

[ 1 Sided Oriiral || 2 Sided Original || Book Type Origial

Batch

Original Feed Type

7 Select item.
»Criginal Orientation
| R | Em | Stamp

»Criginal Settings
1 Sided Original_| [ 2 Sided Original._ || Book Type Orisiral._|

PPage Opening Orientation

OK
l Top to Top H Top to Bottom ‘
[

@z @a Pi.ast Page

s |[[ 25ds |

Place document face up in feeder

Select "Scanner™ from either the button to
the left of the display screen or from the
home screen

Select your email or folder destination
Press "Original Feed Type"

Press "2 Sided Original”

Select appropriate settings for your
originals

Press "OK"

Press Start



How do I scan a book and get separate pages

li Store File \JL Scanned Files Status J ’ Check Modes I

0/100%

E-mail Address: 0
Pra. Dest,

| To H Ce ]I Bcc |

- [Frevent | 48 [ oo [ & [ o [ ok o [ opa [ RsT | uw [ xvz |[chanse Tite

1 Sided Original B INERINN
Original Feed Type (RICED

Send File Type / Name
Select Stored File _ Recept. Notice

M&Y 1,2012
4:01PM

Original Feed Type
Select item.
P Criginal Orientation
[R]rR] H [e=) | Stamp
POriginal Settings
[ 1 Sided Original || 2 Sided Original | Book Type Origiral

Batch
SADF

Gl

(5256 | ——
— Divide

Place book face down on glass

Select "Scanner” from either the button to
the left of the display screen or from the
home screen

Select your email or folder destination
Press "Original Feed Type"

Press "Book Type Original”

Press "OK"

Press Start



What do I do if I have more originals to be scanned than my document feeder can hold

h Store File ViJhScanned Files Status J \ Check Modes |

o0t

destination.

E-mail Addess: 0 e Place document face up in feeder

N when e o II — e Select "Scanner” from either the button to
IFrequentmmmm‘mmmmmwm Chre Tt the left of the display screen or from the

home screen

e Select your email or folder destination

e Press "Original Feed Type"

e Press "Batch”

e Press "OK"

e Press Start

e After those originals have finished feeding,

M&Y 1,2012
4:01PM

Original Feed Type
Select item. ' place the next batch of originals in the
P-Original Orientation f d
[R]rR] H [e=) | Stamp eeder
P-Original Settings e Press"Start"
1 Sided Original 2 Sided Original Book Type Original . . . ..
| H H Batch e Continue to do this until all originals have
uE SADF either been fed through the feeder or off
the glass
[ ] [ — o Press"#" or Enter Key
Toea Divide

Batch will create 1 file. If you are scanning to email, your email server will determine how fo handle a file that size. It may
break it up into multiple files or simply not be able to send. Check with your network administrator if you are not receiving
batch files. If scanning to a folder, the file size is not an issue.



How can I scan multiple forms in one scan job

| StoreFile i”\’MScamed Files Status i‘ [ Check Modes I

oot

n.

w
O
o
=]
=
g ©
15

E-mail Address: 0

Reg. No,"“Manual Entryﬂ Recentm| | To || Cc “ Boc |
lFrequent AB || CD || EF || GH || IJK || LMN || OPQ || RST || UVW || XYZ |Change Title

[00003]
annette

MAY 1,2012
4:01PH

_—
Original Feed Type
Select item.
»Criginal Crientation
B e |
»Criginal Settings
[ 1 Sided Original |2 Siced Original_ | Book Type Origiral
SADF
CIE]
—— Divide i

12

Divide Cancel Ok

Select item.

Bhiurrber of Originals to be Divj

Divide

e Place documents face up in feeder

e Select "Scanner” from either the button to
the left of the display screen or from the
home screen

e Select your email or folder destination

e Press "Original Feed Type"

e Press "Divide"

e If your originals are more than 1 sheet
apiece, press "Change”

e Enter the number of sheets, with numeric
keypad

e Press "OK"

e Press "OK" to close Original Feed Type
window

e Press Start

Note: This only works when your originals are
the same number of sheets.

Enter the number of originals to be divided with the Number keys, then press @
Whlurnber of Originals to be Divided

Division Check




How do I scan document as a jpeg file

Scanner [ Store File | ['Scamed Files Status|| | Check Modes |

Search Dest, Preview

stination.

E-rnail Address: 0

Reg. No,”HManual EntryH Recentm| | To H Cc H Bee |

T N I I N I I S A S

&) 4 00003}
annette

s 1,2012 =
4:01PH -

Scan Settings

J Original Type { Resolution [ Scan Size { Edit

Select Original Type.

[Black & White: Text] [8.8 Wi Tt /e At | [ B & W: Tent / Pt plack & whiesprto | | [
Gray Scale

[ Full Color: Txt / Phefl | [FulL Color: Glassy Phota |

Auto Color Select

St Foo Ty S

S ke,

| S ez Fae I “Alti-paze |
®lizTere

IS | aF |[ih e brE | HOF 24,
WL File iy

| Sear ty Setting || C & tel Sierature |

Place document face down on glass

Select "Scanner” from either the button to
the left of the display screen or from the
home screen

Select your email or folder destination
Press "Scan Settings"”

Press "Full Color: Glossy Photo"

Press "Scan Size" and either pick the next
closest paper size or enter a custom size
original

Press "Send File Type/Name"

Press "TIFF/JPEG

Press "OK"

Press Start



How do I know if my scan was successful

~ Scanner I\ Store File \” Scanned Files Status‘H Check Modes

01002

\l Folder \
E-mail Address: 0
IReg. No,.“”Manual Entrﬂ[ Recentml I To H Ce “ Bce |

 [Freauent | 48 [ oo [ & [ o | ok [ uav | opa [ RsT [ uww | xvz |[chense Tite

[00003)
annette

MAY 12012 =
4:01PH -

m‘;
=>Sp fard = USB J
S

| StoreFile | IScanned Files Status | | Check Modes I
Search Dest, (Memory

01002

Emall \|_Folder

E-mail Address: 0
|
=

#Destination list cannot be used now.

Send File Type / Name

Select Stored F Text Subject Security | Recept. Notice

1Pvé

e Once Memory returns to 100% you know
your document was successfully scanned.

Insert your thumb drive into the USB slot
on right side of control panel

Press “Store File"



' Store File | Cancel oK

Select item.

Store to HDD “ Store to HDD + Sencl| ( Store to Memary Device 1

e Press "Store to Memory Device"

e Make any desired changes in this column

Preview —

Al tect

Scan Settings

N

2 ) Scanner  Remaining free Space: 106 098 || Store File |

vy e Be sure to name your file—it will be saved
:{‘:;“:e:‘_’e’ e on your root directory. It cannot be saved
[ Siaerwe [ M| into a specific folder. You can cut and
T:ileTypeTlFF e — paste it into desired folder back at your
9O File Setting computer.
| Searity Settinos || Dioital Sionature | e Press "OK"




#Destination list cannot be used now.

o Displaying preview...
Please wait.

Preview

[ Cancel Storing ] [ Store

Ricon

H Zoom In |

| > Display File

Stored File Narme:
File Size: 3646KB

P Diolay Tage

Page Size: 84x11
Color Mode: Black & White

r———

P Display Position

| |

Optional

Press "Preview" if you want fo see the
scanned images or view file size

After viewing document, press "Store” to
save to thumb drive. If you do not want to
save, press “Cancel Storing”



RICOH

Writing...
Do not remove the memory storage device.

Writing complete.
The memory storage device can be removed
safely.

If you are not previewing the file, press
"Start" to scan the document

Message prompts you not to remove
memory storage device while it is writing
the file

After writing is complete, press "Exit"
Press "Reset"”
Remove your thumb drive


AKillian



Document Server Features

The document server is storage on the copier’'s hard drive for forms and documents that you frequently copy or print. You can
store these documents by scanning paper originals or printing from your computer. |If you are printing it from your computer
you will send the file down without any print settings—these are done when you are releasing the job at the copier. If you
select multiple jobs to be printed at one time, it will merge these jobs together as one document.

You can save thousands of documents.

Home RICOH Reset Program Interrupt |)

©
©

Bunesunuawoy 8

Document
Server

-
X
)
-
)
B {
<
e
"
. |

| To Scanning Screen I

Note: Default setting is to delete after 3 days—if I have done the set up on your copier 1 will have changed this to not erase.
First let's check that setting.



How to know if my files will be saved indefinitely

f BupesumLiuey §

Press “User Tools/Counter” on control

-

panel

c

£
w
=
-

[« s}

Stop Start
Datain o
&

User Tools / Counter / Incuiry

‘ ¢ S et i‘ Copier / E;;:?:gt Server A%‘) Eapaiiol
@ Address Book Manormnt @ Printer Features ‘Il Inauiry
Tray Paper Settinos @ Scanner Features

13} Edit Home 0 Extended Feature Settinas

I Press “System Settings”

123 Counter

MAY 1,202

4:103PM



E System Settings

General Tray Paper Tirner Interface File Adrninistrator
Features Settings Settings Settinas Transfer Tools

Program / Change / Delete User Text | Print Priority

Panel Key Sound Function Reset Timer

i Press “Adminstrator Tools”

Warm-up Beeper Cutput: Copier

I Press “Next” until you are on screen 2/5

Cutput: Document Server

Function Priority

Function Key Allocation I Cutput: Printer

|
\
{
‘ Copy Count: Display
|
\
{

Sereen Color Setting Kev Repeat

i

E System Settings
‘ General \J Tray Paper V Tirmer \J Interface \j File VAdministrator\ I Press “Auto Delete File in Document
Features Settings Settings Settings Transfer Tools L.
Server” if it shows 3 Days
Press “Off”

\ Mediz Slot Use [

\ User Authentication Management | | Exctended Security

IAuto Celete File in Document Serverm

| Delate AL Files in Document Server ‘

‘ Administrator Authentication Manaserment

|
|
\ Key Courter Managerment I
|

Auto Delete File in Document: Server Cancel

Select item, then press [QK

On




EJ System Settings

General Tray Paper Tirmer Interface File Adrministrator
Features Settings Settinas Settinas Tranzfer Tools

| Media Slot Use

I Press “Exit” until you are out of User

Extended Security I TOO I S

lAuto Delete File in Document Server

Delete All Files in Document Server |

I User Authentication Managerent ‘

| Administrator Authentication Management

|
|
I Key Counter Manaserment ‘
|

s \A Previous “Y Mext I

Home RICOH

() Document Server e I Place document face up in feeder

J

e List>

i Select Document Server from either the

button to the left of the display screen or
from the home screen
i Press “To Scanning Screen”

Bt apjanaayn b

To Scanning Screen Stop

Datain Status o
o (0 i




[t BacktoFilelist | | Cheok Modes

o I ]

1= 0

- 2 W03 uofs o] '
uto Paper|
Full Color atocte | 8'5%171 | 8% 11 | B'sx14 | 11217
Black & White -
Full Size | Auto Reduce / Enlarae ‘] O O%
Text / Photo S —
ided Crig. ided Crig. .
Others ‘ Top to Top |[Top to Bottom Create Marain

COPYOOO1

PFile Inf
n Auta Density u re e

At Paper
Select

Full Size

(Generation Copy

2 Sided Oria.
Top to Top

Black & White Copier

_
File Narre Corvcel

i Enter the file name, then press [OK].

COPYOODT B l_,
HannnDnnnnnnae
IEN N N I I A

[ shirtiook || smift | | Space |

Text Entry

I Make any necessary settings for original
type, if the original is 2 sided, etc
I Press “File Name”

I Press “Delete All” to get rid of generic
name assigned
1 Type the name for this document



] Cancel |I| Ok l

File Narne

| Enter the ﬁle name, then press [CK].

H]HZHSHf*HSHGH?HSHB‘HDH E \
el e e e o Jle JLe N
o s el e e s Jle e e I
e e e e e e [ e ]

[ shiftlock || shift | | Space [

1 [
I Text Entry ” User Text |

<FiLe List>
Select filels) to print.

Type [ User Name | File Name lDate JPage\ Jrder |

nails
E [ dsa lgirl widos Jdon. 07 | 1]

Display ALL

To Seanning Screen

o

Press “OK”

You can now view the files in a list

IT you want to see an image of the first

page

i Press “Thumbnail”



How do I print to the Document Server

2]

rPrinter

Marme: | ¥ RICOH Aficio MP C3000 PCL 5¢ j Froperties |
Status: Toner Low Bl o, |
Type:  RICOH Aficio MP C3000 PCL 5c =

Where: Buffalo Office I Prirt to file
Comment:

~Page range Copies

&« 4l Number of copies: Il 5‘

' Current page " Selection

" pages: I ¥ Collate

Tvpe page numbers and/or page
ranges sepatated by cammas counting
from the start of the document ar the
section. For example, type 1, 3, 5-12
or plsl, plsz, pls3—pdss

Print what: IDocument LI rZoarn
Ptint: I.ﬁ.ll pages in range LI Pages per shest: Ilpage LI Wlth your flle Open
Scale ko paper size: IN-:: Scaling LI _ A
1 Select File
Qptions... oK, I Cancel | i Pl’int
1 “Properties” (or Preferences)

= RICOH Aficio MP 4002 PCL 5e Properties (3w

Click on drop down arrow under Job Type

Setup | Paper | Print Quality I Valid Access | Waterrnarksl

Job Type: Copies
& [Nomal Print - -
Origntation:
@ [Poman v] [] Rotate by 180 degrees
Layout:
Classification Code: -
Festieation —ode —, [1 Page per Sheet v]@ Draw Frame Border
Paper Size: =
Letter (B5"x 11) ‘ ‘ Fage Order
Input: | @ Right, then Down
Auto Tray Select
Plain & Recycled 2 Duplex:

Settings [Open to Left v]@ Mon-Reduction Booklet

Load

lgnore Application Collate

About .. ] [ Restore Defaults ]

[ ok |[ coanesl |[ hHep |




= RICOH Aficio MP 4002 PCL 5e Properties

Setup |Paper I Print Quality I Valid Access I N, } |

Printer Defautt &2

Save

Load...

Settings %

Job Type:

@ [ Document Server

& i =

Oriertation:

7

EI [Portrait

Layout:

Paper Size: -

Letter (8.5"% 117) EI [1 Page per Sheet
Input: 3

Auto Tray Select =

Plain & Recycled E @ Right, then Down
OQutput:

@ lgnore Application Collate

E@m

-]@ Draw Frame Border

®

@@m

|| Rotate by 180 degrees

Non-Reduction Booklet

About...

] [ Restore Defaults ]

[

oK | [ cancel |[ Heb |

i

Document Server Details

User 1D

File Mame:

Girl with Dog]|

Password:
(4-8 digit numbers)

User Name:

AkKillian

{Up to 8 alphanumeric [a-z.A-Z,0-5] characters)

{Up to 16 1byte or 8 24yte characters, no double quotations)

{Up to 16 1-byte or & 24yte characters, no double quotations)

[2 ]l

| oK

l [ Cancel

J

Hep |

i Select “Document Server”
i Select “Details”
i You must have a file name and User Name

I Password is optional—document image will
not appear in thumbnail view—only a key is
displayed

i Click “OK” to close Details window
i Click “OK” to close Properties

i Click “OK” or “Print” (depending on the
application you are printing from) to send
job to Document Server

Remember no job settings are applied here
when sending to Document Server.

Jobs sent from your computer will be
released the same way previously mentioned.



=z RICOH Aficio MP C4502 PCL 6 Properties

One Click Presets | Detailed Settings Conﬁgurah’oanbout|

One Click Preset List:

[ Manage Preset List... ]

Current Setting n
= ==
1=2 |
| — =
Basic Setting Zonl 1 sided
= ==
1=2 |
Unregistered 2 on 1 (2 sided) Black and White (2 sided) Black & White Single Sided il
Document Size:
Letter (.57 x 117 ~ obType: _ :
Print On: Qj![Document Server - ] | Details. .. |
Same as Original Size
Document Size: Input Tray:
[Letter (8.5"x 117 v] éj’[num Tray Select v]
Orientation: Paper Type:
[ Settings Summary ] [G Portrait V] [Plain & Recyded v]
Colory Bladck and White: Copies: (1 to 999)
[ Register Current Settings... ] [oeo Black and White '] 1 -
[ Ok ] [ Cancel ] [ Help
Job Type Details (=5[]
User ID:
Windows Login Name v] )| Axillian
FEile Name:
(Up to 16 ibyte (half this for Zbyte) character except [].)
Ricoh Guide
Password:
(4 to & digit numbers)
User Mame:
(Up to 16 1byte (half this for 2byte) character except [].)
Annette
[ oK ] [ Cancel ] [ Help

For pcl6 drivers:

I Select “Document Server”

i Select “Details”

I You must have a file name and User Name

I Password is optional—document image will
not appear in thumbnail view—only a key is
displayed

i Click “OK” to close Details window
i Click “OK” to close Properties

i Click “OK” or “Print” (depending on the
application you are printing from) to send
job to Document Server

Remember no job settings are applied here
when sending to Document Server.

Jobs sent from your computer will be
released the same way previously mentioned.



How do I print a job stored in Document Server

e —

| DislvaAl | . —_—
e = : | Chance File Info.

Print Specified Page

[——
M To Printing Screen

201
il

AutoPaer‘lEJDzstHDa’HD W&
oo | 85211 | 8911 | Box14 | 11%17 | Broass
2 Sided Copy || 2 Sided Copy .

Tow to Top  |Tow to Bottom oe Momine
Sort Stack Staple

PP W) e

Finishing

Cover/Slip Sheet H Edit / Stamp

i Select Document Server from either the
button to the left of the display screen or
from the home screen

i Select the job you wish to print

If it is a single page

I Using numeric keypad, enter desired
qguantity if more than 1

I Press “Start”

If it is a multiple page job

I Press “To Printing Screen”

I Select paper tray if you are using special
paper, such as colored paper which you
may have in the Bypass. Plain white letter
sized paper will automatically choose your
default paper tray—no selection needed
for that.

I Select any desired settings here such as
2 sided Copy, Magazine, Sort, Staple

IT your job settings are complete at this point
1 Enter desired quantity with numeric

keypay
i Press “Start”

IT you need to shift the image or add Stamp,
continue to the next 2 pages before pressing
Start.



| Check Modes |

|t Back toFile List |

41d B
11=17

3
Bsx14

21403
Bsx11

Auto Paper =
|
Select 8/2x11

Bypass

'_ Caver, Designate and Chapter can be selected together. Cancel ” oK
"o Front Cover "\kg’/ Frant/Back Cover g Desicnate/ Chapter @‘?’ 5lip Sheet
l Copy \ | Copy |
[ Blak [ Blak | |Desiorate / Capter] [ Blank |
Finishing Cover/Slip Sheet | Edit / Stamp
Desionate / Chapter I Cancel I | O
T \EEEETN
001 &8 Page UUZi DUS| Dﬂdi DDSi
006/ UO?i 008| 0[]9i 01 U|

To copy the first page of each chapter onto a Slip Sheet,
enter the page number to start each chapter with, then press @&

[EI Designate: Copy ” B8 Chapter |

IED Designate: Blank
W Iain Sheet Tray

18 0|2wo3u0/aun
Biax11 | 8'2x11 | Box14 | 11x17

P Slip Sheet Tray

IT you are inserting covers or inserting colored
paper, you must register the paper tray first.
Refer to the Copier section of this guide for
instructions.



|t Back toFilelist | | Check Mods |

) Document Server

AN () Ready

180

Aurta Paper|| g
Select® B/ZXTI

24O
gax11

3O
Biax14

40
11=17

3
Bypass

:-; Select item. Cancel
: I

|I . Finishing Cover/Slip Sheet | Edit / Starmp

|tn Back to File List | | Check Modes |

| s TElz2WO3 Jojédn) i
wroPet g1 | Bx11 | Biax1 | 11%17 | boress
i Select item. Cancel
N . g 711
i ==l A
| Backeround Numbering,,l | Preset Stamp ] | |
| Stamp | 20050206 _ABCabe
| Date Starnp ] | Page MNumbering | | Stamp Text |

ii | Finishing Cover/Slip Sheet | Edit / Starmp

—

Margin shift and Stamp options available
After completing these options,
I Enter desired quantity

i Press “Start”



How can 1 change the file name

r
Thurrbnails Mermary:

. i . L]
.

Preview

| Disval [

i
§ .

gli rl w/déJg Delete File

Print Specified Page.

File Marme

WUser Marme

To Scanning Screen To Printing Screen

i

Type ‘ User Mame | File Mame I Date ]Pagei Orderi Change File Info.

T
i

i Change User Name

{
} .

I widog

air

Chanoe File Mame

_ {hange Password

Select Document Server from either the
button to the left of the display screen or
from the home screen

Select the job you wish to rename

Press “Change File Info.”

Press “Change File Name”
Press “Delete All”
Type new name

Press “OK”



How do I delete a job that I don’'t need anymore

)

Document Server

List Mermary:

ore files can b q
{ =
9%

= =
Display ALl 7 _-'—'-
R | Chenee File Info. |
' ST beete fle

- Frint Specitied Page.

141

Are you sure you want to delete the
following file?

User Mame:

File Name: girl w/dog

No |

Select Document Server from either the
button to the left of the display screen or
from the home screen

Select the job you wish to print

Press “Delete File”

Press “Yes”
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