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| RICOH
S u m m ary imagine. change.

= Setting Originals / Loading Paper Trays

= Registering your card
= Scanning without login
= Follow You Printing

= Scan

= Copier Features

= Fax Features



. RICOH

imagine. change.

Document Feeder & Exposure Glass

Face up, 200 originals

Face down, lined
up with arrow in
upper left corner




RICOH

B Paper Trays

Standard 500-sheet trays

(Tray 1is 8.5x11 only) By-Pass: (right side
of unit) for special or

thick paper media
—_— - (100 sheets), FACE
L DOWN
[ ] 2=
[ J 1=
[_““‘_ 3 415
—




RICOH

. P aper TrayS imagine. change.

To adjust the 500 sheet tray, adjust the two green guides
(from 5.5x 8.5t0 11 x 17)
Please note that Tray 2 can be used as an envelope tray



Registering your card




B FIRST TIME REGISTRATION  RICOH

Scan your university ID card on the printer.




. STEPS RICOH

imagine. change.

Card not recognized.

Log in to register card.

*User ID

‘ Password /\\
N ()

Check Status ae) o @ Stop

After you swipe your Access card, you will receive the following
message “Card not recognized, Log in to register card”.

Enter your Login name in the User ID Field and your password in the
Password Field, then Press “Login” button and press “Login” button.
The keyboard will appear on the screen as each field is selected.



Logging In at a Terminal




L . RICOH
..Slgnlng Into Terminal imagine. change.

When coming up to the Print Terminal, you will be welcomed with
the Nuance screen.

Nuance

Equitrac

BN NUANCE

Welcome.
Touch the screen or present your card.

Feb 10, 2017 3:12:26 PM
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L . RICOH
| Signing into Terminal imagine. change.

There are two ways you can sign into the Print Terminal:

1. | Swipe your card, the screen
will let you know once the
card has been recognized.

Nuar ce
Equitrac

2. | Touch the screen to be
prompted to type in your
User ID and password. D l




| Selecting Billing Code RICOH

Select the
appropriate
billing code.

P Login

Nuanc e
Equitrac

Now you can
select Follow-
Me- Print option
to print your jobs. ]
% P y J Y,

Feb 22, 2017 1:02:30 PM




L . . RICOH
_| Printing from the Print Terminal imagine change

~

KSeIect the jobs you
would like to print
from the queue,
once selected press — Equitrac

the Print button. J New Text Document.txt - Notepad

\ PrinterOnConfig(1).txt - Notepad

test 1234.txt - Notepad

Select All Copies:
ol -

Force Mono

Refresh

& Logout  Done

Feb 10,2017 3:17:12 PM
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RICOH

B Copying from Print Terminal ~eon

P Launcher

john jones

Release all “~able Coni~

/

Equitrac Once you have A
logged in you can
also select the
Copier mode.

v

Feb 22, 2017 1:02:30 PM

copying the panel will
give you your Total
Impressions and the

\COS'[.

fOnce you have finished\

J

P Enable Copler Nuance
John Jones i Equitrac

Total Impressions
0

Estimated Cost 0.00

rJ‘ i 7



Scanning Without Login




B Scanning

RICOH

imagine. change.

You can scan without having to login.

On the home

screen select the

“Scan” button

Check Status a) A~

KSeIect the

“Specify Dest”

option, enter your

email and select
“Start”

NG

J

Select the
“Enable Scan”
option.

Logged in: [John Jones]

B&W

..:. PDF
® Text/Line Art

200 dpi

Check Status h) A

1Sided
Auto Detect

@ Stop 16




Equitrac Options




B OPTIONS RICOH

Once logged in, you will have the following Options to chose from:

Follow -You Printing
Scan-to-Me

Copy

Scan

Fax

arwdE

O 0 6

ﬁélﬂ:.'{:;u Release all Enable Copier Enable Scan sl

Check Status < @ @ Stop
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Follow You Printing




B Follow You Printing Ricon

To print your documents, choose Follow-You Printing

F‘:"l,‘ﬁx:;“ Release all Enable Copier Enable Scan Enable Fax

Check Status < a @ Stop

20



B 1) FOLLOW-YOUPRINTING  RICOH

imagine. change.

When you send a print job from your computer, it will wait in

the print queue. You may log on to any connected Ricoh Copier
in your campus location and release your print job.

Follow-You Printing

Print Jobs — 3 Available

Mew Text Document.txt — Notepad

Microsoft Word — address book example.docx

Plan ll.pdf

0 page(s)
0 document(s)

Check Status S 7~ ) Stop
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B 1) FOLLOW-YOUPRINTING  RICOH

imagine. change.

Follow—You Printing

Print Jobs - 3 Available

New Text Document.txt = Notepad

Microsoft Word — address book example.docx

Plan Il.pdf
0 page(s)
0 document(s)
Check Status < A ) Stop

You will only see the print jobs sent by you.
Select one or all of your print jobs and press Print.

22



Scanning




B 2) Scanning RICOH

For Scanning, select “Enable Scan” to send a PDF document
to your email inbox.

Printing Release all Enable Copier Enable Scan Enable Fax

Check Status < a @ Stop
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B 2) Scanning Ricon

Place your original in the feeder and press “Scan” button to
initiate scanning. Additionally, you may select “Other” for
additional scan settings.

|1|| System Home | Scanner  Logged in: [John Jones] Logout ||I

& Quick Scanner

Specify Dest.

Check Status S A ) Stop

25



B 2) Scanning Ricon

Once settings are selected press the “Start” button.

|1| {12 System Home | Scanner Logged in: [John Jones) - | Logout | |I
& Quick Scanner
Specify Dest.
B&W PDF 1 Sided
® Text/Line Art 200 dpi Auto Detect
Check Status ) A = @ Stop

26



B Advanced Scanning Screen

RICOH

imagine. change.

the Advance

ereen.

mu can get int(h

scanning screen
by selecting the

“Scanner” button
on the top of the

J

|z| _5.L~m IE_ _| Scanner

@ Quick Scanner

Logged in: [John Jones)

Specify Dest.

l

B&W PDF 1 Sided
@ Text/Line Art 200 dpi Auto Detect

Check Status

4 | Logout | |I

-

© Stop



B Advanced Scanning - OCR

RICOH

imagine. change.

Scan to Email P

Specify destination(s)

Logged in: [John Jones]

. ‘ Logout HI

Scan Files Status ~ #4#  Reset

Preview

B&W

E:-

Francois
00001

FROSTY
00003

Ken Lee
00006

daryl ready

00008

SWQ OrderSubmiss
Check Status ©

JULIAN
00002

RON
00005

Freq. AB (D FEF GH 1)K LMN OPQ RST UVW XYZ 1¥

MICHELE

0ooor

Judy

00013
danno
@

Select the File
Type button

—

TIFF
200 dpi

ded Orig. =
Send Settings

|EEE System Home |

[

(]

Eed

< Send Settings

Auto Color Select
Q\

Scanner

File Type

'E]_]

PDF (Multi)

Original Settings

L

" To find the OCR )
option, select the
Send Setting

= button.

/

/

Scan Files Status =~ 47 Reset

Resolution

200dpi

Preview

Scan Size

Auto Detect

File Name

Automatically Named

Check Status

(Same Size)
1 Sided Original
Density Original Orientation Sender
\ <R
INEnn




B Advanced Scanning - OCR

RICOH

imagine. change.

€ Send Settings

Auto Color Select

Scanner

TIFF/JPEG @ Resolution
Single Page b

- 200dpi
£ P

Multi-page

Original Settings

Scan Files Status =~ 47 Reset [ Se|eCt “OtherS” }

Preview

Scanner

1 Sided Original < File Type Scan Files Status
Density Original Orientation Se -
]\[ill i ] (_{E O gn!il;iir::sJ:uEEiii;nn?,!glf;%?s.ﬁpic1ums. Each page saved as a single file.
Check Status ) @

/Select PDF (Multi- )
page), once you have
selected that option,
more options will top

\up underneath. .

TIFF (Multi—page)

PDF (Single Page)

Saves each page as a sinale PRE file

PDF (Multi-page)

Saves multiple scanned pages as a single PDF.

Check Status

4

Preview

FOR INTERNAL USE ONLY - DO NOT DISTRIBUTE OUTSIDE OF RICOH

29



B Advanced Scanning - OCR Ricon

@Wipe up to find )
“OCR?”, select that
option. Then press
the back arrow in the

\lop left corner. Y. ispumre | ]
< PDF (Multi-page) Scan Files Status 47 Reset
_/ suitable for storing data for a long period of time. Preview
PDF Detailed Settings
PDF Security Settings off

Sets document passwords to protect PDF files.

PDF Digital Signature
Applies digital signatures to PDF files to detect improper alteration.

v OCR

Embeds converted text information in a file.

Add Extracted Text to File Name

Check Status



Copy Mode




B Copy Mode

RICOH

imagine. change.

To copy, select “Enable Copier”

@ O

Follow-You
Printing Release all

O

Enable Copier

Check Status o)

@ Stop



B Copy RICOH

(T I

-tl)-gt(\i\?eoeonseBlack Y
needed

& White or

\Color coping )

|1| E' E Logged in: [John Jones] Logout | |I

Quick Copy

Black & White Paper Tray

Auto

Check Status < @

@ Stop



B Copy — Other Settings  RIE9%

Others
'=[" Reduce/Enlarge 100% >
T H 0 | ..
- .:S.:‘- The ratio can be changed. —
2 Sided off > —
Two sided copies can be made.
: I
[E[5] Combine off >
EE Combines multiple documents into one.
Check Status p) “® =
v ] Staple
: P off > -
L——I Each copy set can be stapled together. —
. Punch off 5 —
To make punch holes in copies.
_ , I
D Density _ 3
P etpensiy T
Check Status © o = © Stop



Facsimile (Fax) Mode




B Fax Mode RICOH

“"L'gg:g“‘ Release all Enable Copler Enable Scan Enable Fax

Check Status < a @ Stop



B Fax Features RICOH

|1:||EEES'.'htemHnm | Scanner  Logged in: [John Jones] ‘| Logout ||I
P e Select fax
@ Quick Fax features; 1 sided,
density

Specify Dest.

Density
OOMENE

1 Sided Original
Auto Detect

Standard

Specify Destination: Fax ' 0K
Nz
Check Status e [(1)(2)(3)
Enter Fax Number

Select “Specify 200

Dest” to enter — 9 5\;#})

the fax number 6o E3000

yOU WOUId I|ke MA  AddressBook  E3E  Manual Entry

t\O sen d tO J Check Status ) > = (7] Stop




| RICOH
Document Feeder imagine. change.

The 3 sensors on the feed table
should not be blocked by paper, etc.
It will result in undesired paper size

output, or the unit will beep indicating
to load special paper size in the tray

Document Feeder Sensors



RICOH

. Thank you | imagine. change.

The Ricoh Training Team thanks you for attending
this presentation

For future inquiries on your unit’'s functions, please
refer to the quick guides supplied

If you have any guestions, please email us at :

winnipegtraining@ricoh.ca

You may also contact your IT Tech. Support Team at:
204-786-9149


mailto:formation-training.provquebec@ricoh.ca
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