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., CONTROL PANEL

RICOH

imagine. change.

@ Login

Reset Program Internupt
7 ©

equitrac
Print & Copy Control

1 -5

'

RESET
PROGRAM

INTERRUPT

ENERGY SAVER

LOGOUT
USER TOOLS/COUNTER

C/CLEAR
STOP

SIMPLIFIED DISPLAY

SAMPLE COPY

START

STOP
CHECK STATUS

F1
F2
F3
F4
F5

Clears all settings (Defaults).

Store frequently used copy settings
in the machine memory and recall
them for future use.

Not in use.

Turn the machine ON/OFF (from
standby)

Logout hard key.

Access System menus. Take coun-
ter readings.

Delete quantity.

Stop copying/scanning/faxing when
on that function.

Toggles between normal and sim-
plified screen mode.

Use this key instead of the green

button to produce a sample set. *

Can only be used when [Sort] is
selected.

Begin copying/scanning/faxing
when on that function.

Cancel/stop Copier job.

Overview of function status.

Access the Copier function.
Access the Printer function.
Not in use.
Not in use.

Not in use.
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Load documents
FACE UP in the auto
document feeder.

Place documents
FACE DOWN on the
glass.

Press the

‘Energy Saver’ button
to turn the machine
on from standby.

Press the [Start] but-
ton to commence

Copying/Printing/
Scanning/Faxing.
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NOTE:- BEFORE YOU CAN USE A DEVICE
YOU WILL NEED TO REGISTER YOUR CARD!

See ‘Register a Card’ section for instructions.

LOGIN

HOLD YOUR
CARD OVER THE
READER FOR A
FEW SECONDS.

LOGOUT

PRESS THE
LOGOUT BUTTON
or

HOLD YOUR CARD
OVER THE
READER AGAIN.

Page 5



., REGISTER A CARD 7@3}% Fol Low-You

1
Hold your

card briefly
over the card
reader.

You will
need to enter
your network
login details.

Select

‘User ID’.

i (equitrad
Print & Copy Contro|
Fi Card not recosnized.

* User 1D Cancel oK
9 | — ]
amp -

. |

Type in your Wﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁ
network user Lo e e e e e e e J e ]
ST ETE HEnnDRnDnDnDnaEe

then [ shifttock |[ st || Space |
select ‘OK’. j S [
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. REGISTER A CARD

Now select
‘Password’.

Type in your

network pass-
word and then

select ‘OK".

6

Select ‘Login
to complete
the
registration.

?ﬂi‘% Fol Low=Yo
[=]

(equitrac
Print & Copy Control

* User 1D

Refresh

Password | Cancel l Ok ]

Wﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁ
Lo e e e e e e e e e e

[siftlock || snift | | Space \

B r
I Text Entry H User Text ‘

((equitrac
Print & Copy Control

* User 10

Refresh
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Hold your
card briefly
over the card
reader.

i i {equitrad
Jefaull. Print & Copy Contro|
4 15:51 Test Page

;q 15:51 Full page photo

Use
‘Select All’ to
highlight all
the jobs in
your queue.

(equitrac
5 Print & Copy Control
[ o | 15:5] Test Page

Select ‘Print’ 24 1551 ol pae s
to release
your jobs.

Then Logout!

Meset \ Copies: 1
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Hold your
card over the
reader to
login.

Select ‘Exit’.

Select ‘Scan’.

i . (equitrad
E\E’uljnt Ing Print & Copy Contro|

Mo print jobs were found for this user.

Logout

PCC Launcher equitrac

[
Print & Copy Control

Fol low=You = =
| Printing Release ALL a ShareScan

Logout
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B scan-To-mE o

Follow steps in ‘Access Scan Functions’ section first.

0 ({equitrac
Print & Cnpy Control
Then select b

‘Scan-To-Me’

i {equitrad
9 ZJ?Puu [-]LF:-rta : I.S Print & Copyi Contro

Select ‘Next’.

* File Name

' (equitrac
9 :]EjP Df_;tal I.S Print & Copy Control

# Delivery Format WFP’s output

POF {image)

TIFFs

Select ‘Next’.

Malti-Page TIFF

JPEGs

POF/4 [image)
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S CA N 'TO' M E M Scan-to-Me

Scan - Scan-to-Me ., , 0 Total Pages

Select ‘Scan’.

Scan Settings

Done Scan ., _ 1 Total Pages

Logout or
Select ‘Done’
for more
options.
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., SCAN TO FOLDER

Follow steps in ‘Access Scan Functions’ section first.

o) Scan-to-Me Mai L thtgce)rt ffmy Folder
‘Network Folder’

or ‘My Folder. *

* See next page

Job Details L
The folder

d esti n ati O n i S # Network Folder
displayed in

the yellow
bOX- Select e 0 POF (imaze)
‘Next’. '

# File Name taff_01-11-2013_14-33-33

9 Scan - My Folder 0 Total Pages

Select ‘Scan’.

1 WOW 2013

Page 12



., SCAN TO FOLDER

e Done Scan 1 Total Pages

Logout or
Select ‘Done’
for more
options.

* Please confirm with your IT support whether either or both
of these options have been setup.

‘My Folder’ will send to your Home Folder directly, whereas
‘Network Folder’ will be in a shared folder accessed by many.

The folder destination will be displayed on-screen. Please
consult your IT support if you are unsure where to find this at
your PC.
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., SCAN TO MAIL

Follow steps in ‘Access Scan Functions’ section first.

0 ({equitrac
aza Print & Cnpy Control
1 i1
Then select ‘Mail’. -
Scan—to—Me thgce)rt My Folder

* See next page

aff Raza Print & Co ﬂzt:::::
9 Select any of =

the boxes to
change the con- Tattaric

tent. Change i e e e
email addresses
or subject. Then

select ‘Next’.

Bachy

# File Name taff_01-11-2013_14;

;JH tLD etails Print & Copyﬂ'ggg::i;cl
To choose a

different file type,
select the yellow
box.

For PDF
scanning,
select ‘Next’.

* Delivery Format POF (image)
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SCAN TO MAIL

0 Total Pages

Select ‘Scan’.

Scan Settings

1 Total Pages

Logout or Sioei Auto Detect
Select ‘Done’
for more
options.
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. SCAN SETTINGS

0 Scan - My Folder 0 Total Pages
The ‘Scan

Settings’
option is
always next to
the ‘Scan’
button.

Scan Settings &

H (equitraq
Print & Copy Contro|
I S\ze TyDe Resolution a7 ettings
Se eCt “ L Color) (200 dpi) i (Text)

‘Feed’ to

: h o g © to 2 i F(‘Waegided Dersity Brightress
Sided Original) ‘ (On) (5)

scanning.

i (equitrac
9 TSCHI’l SETt ik Print & Cop; Control
& ) 5
5 Size oy Tvpe Reso ution Settmss
Sel eCt Ty p e =1 (futo Detect) (Full Color) (200 dpi)

to choose

Orwgma )

or Full Colour
scanning.
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., COPIER

Hold your
card briefly
over the card
reader.

Press the
[Copier]

function

button.

Choose your
options from
the MFD
display.

cess MFF

| | ek Modes.

10
Select A4

2443
A4

340
A4

Thick Paper 2

=R
A3

L2
Bypass

Black & White

i A3 +A4 Haais o
Tkt :: l Full 5ize H Auto Reduce / Enlarge H i H it H g 5%‘ 1 OOA
i " 1 sided?2 sidediTtoT _ 2 sided?2 sided 1 sici*Cormb 2 orig 1 sided*Corvb 4 aria
1 1z
0| 0, [
Others ‘ @2 H 2 2 H 56
e Sort i Staple . Fumh
s> |5 )

Create Margin

itack aple
e e El EE EEREE B

l Finishing Cover/Slip Sheet Edit / Colour l Dup. /Combine/ Series H Reduce / Eﬂtarge[
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DOUBLE SIDED

(=] ]
EIE%%

E%EE
ot
[=]t

1 sided?2 sided:TtoT 2 sided®2 sided

MFP

fl - ==
(o = ey

s

To make

two-sided
copies from
one- sided
originals:

To make two-
sided copies
from two-
sided
originals:

-0,

Auto Colour Select
e ——

Full Colour
Black & white

ALto Paper
Selecth

119U
A4

g L
A4

310
Ad

Thick Paper 2

4lg o
A3

g
Bypass

l Erll Cimn ” Aty
— o o Reduce / Enlarse

A5 hd
Ad45

A4-45

fa+id 93%

Text / Phota f

Others

1 sided*2 sided:Tta]

(sided*2 sided 1 sided*Cornb 2 orig 1 sided*Cornb & orig

[Fp[2

10,

1

(|

Create Margin

1 12
B

A fAuto Density

L N

Staple Punch
(1) el (e o [

[R]R1 Special Original E

Finishing j‘Cover/SUp SheetH Edit # Colour EDup./Cnmhine/Series ERedu:e / Enlarge

Auto Colour Select

Full Colour

Black & ‘White

Text / Photo.

Others

- 1 sided?2 sided

‘ Store File ‘ | Check Modes

Auto Paper
Select

CIE
A4

240
A4

340
A4

Thick Paper 2

4l
A3

L2
Bypass

| il s Bitn Bordien £ Frlarne
| Gl ‘_

bl Zside 2 sided 1

A3+0d
Ad+45

ELEts]
A5+ h4

95%

ded*Comb 2 erig 1 sided*Comb 4 orig

[

g

4.

(L)

1 1]z
F-E

Create Margin

<ol |

B

Punch
| s [peis] molEw)

TR]fA] Special Original

| Finishing ECover/SUp Sheetg Edit / Colour JI Dup./Eumbine/SeriesH Reduce / Eﬂtargel
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To collate
documents in-
to sets, select

‘Sort’.

To staple
your
documents
choose from
one of the
staple
options.

E bocess MEP

[ Store File | | Check Modes

1En

M 2oz ijago) L
uto Paper,
Se,lecti A4 A4 A4 A 3 Bypass
Thick Pager 2
| FullSize | Auto Reduce / Enlarae ik his 9359 10 O%

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

|FF|-»WV’ ‘ @;@2 9‘.)
St | Staple —
[ Be)| m |Be)|Es)] [Pe]Ew)

v ;T‘Cover/SUD Sheetﬂ Edit / Colour E Dup. /Combine/Series EReduce / Enlarge

Create Marain

Autunsity

[EJeR] Special Orisinal [

‘ Store File ‘ | Check Modes

Auto Colour Select 1180

Auto P 215
LTO Faper|
Select A4

A4

340
A4

Thick Paper 2

4l
A3

L2
Bypass

Full Colour

A3+0d
Ad+45

ELEts]

Auto Reduce / Enlarge W5eud

| | Full Size 93%

| 1 sided?2 sided TtoT 2 sided?2 sided 1 sided*Comb 2 arig 1 sided* Cormb 4 arig

e | (] O T I L
Sort Stack. ¥ Staple h
OiEE T |2 EIEE EE| P

TR]fA] Special Original | Finishing E@ i 91 o [ Reduce/EﬂLarger
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