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RICOH

imagine. change.

. CONTROL PANEL

Program  Main Power
< Energy Saver

2 ABC 3 DFF o

!/w‘a

i
6‘ 6 @ 5 k.  Gmno | Login/Logout
Copier Scanner

M|

Printer 1

8w  9wxvz
@ 0 9

F3 Facsimile Document Server :

User Tools
0 # /Counter

@/m

o ¢ Start Simplified

Data in Status o Display
. ‘H"m

© 1 Receive File Communicating
—

RESET Clears all settings (Defaults).

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

ENERGY SAVER Turn the machine ON/OFF from standby.

LOGIN/LOGOUT Administrators only.

USER TOOLS/COUNTER Access System menus. Take counter readings.

STOP Stop copying/scanning/faxing.

SIMPLIFIED DISPLAY  Toggles between normal and simplified screen mode.

START Begin copying/scanning/faxing when on that function.

STATUS Overview of function status.

F1-F3 Can be assigned to different functions. (Must be setup in User
Tools)

HOME Returns to ‘HOME’ screen.
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. MFD BASICS

RICOH

imagine. change.

Load your documents
FACE UP in the Auto-
matic Document feeder.
(Remove any staples or
paper clips!)

Place your documents
FACE DOWN on the
glass, aligned with the
top left-hand corner.

Use the number keys to
enter user codes,

passwords or quantities.

The ‘Home’ button will
return the device to the
Home screen.

1
4 GHI
7 PQRS

/%

2 ABC
5 KL
8 1uv

0
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. MFD BASICS

RICOH

imagine. change.

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

Press the ‘Start’ button
to begin copying/
scanning/ faxing.

To stop a job,
press ‘Stop’.

To clear any selections
you have made, press
‘Reset’.’
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. DOUBLE SIDED 7

Load your
documents into
the Automatic
Document feeder.

To make two-
sided copies
from one- sided

originals,
select ‘1to 2 i e
sided’. —

— | Other Func.

To make two-
sided copies
from two-sided

180
Ab

originals, L | Auto Reduce

‘ Text | p——

select ‘2to 2 | o B
sided ‘ Oria. Eli‘il| awlmﬁl'@Lw
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. SORTING

Load your
documents into
the Automatic
Document feeder.

O Ready

180280 v
To collate RS
documents |
into sets lAuto Reduce/Enlarge IRed.z’Enlg:
select ‘Sort'. | aerrer Do [z [k
ig. g?entatim 5 @@ Eéiii éiii
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. REDUCE & ENLARGE
Copier

Load your
documents into
the Automatic
Document feeder.

180
Al

Select
‘Red/Enlrg’.

: J |Auto Reduce/Enlars|; |Red /Enlgl

T s C
Org-unreadb.
&l | Orientation ()] Other Func. |

Oria.

Reduce/Enlarge | Cancel |[__ok |
Select item to set.

01002 |IETEEEE

Use the *-/+ I —— ‘w T’ 93 | 1415 || 2008
adjuster to set ' Ad>as || 53368 ER3Ed || 40oad

apercentage. sty s, [
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. STORING ADOCUMENT

Select ‘To
Scanning
Screen’

Select
‘File Name

Select
‘Delete All’

<File List>

No files

Tyve |

File Name

i Date iPage

Docuﬁient
Server

Full Color §

[ 1
A

N
A

280
Al

—

e

Auto Select ;.‘ [ Auto Reduce/Enlarge |Red./EnLg_. 100%

User Name

File Name |

Password

Oria. @em| |t Back to File eisery

1 File Name

] COPY0001

~ Other Func. _

{ Cancel

[ o i

(€] | [ Booksof [ Deete A |
/)

Ll

e

v JLo L

Lo Lo ]

L2 ]ls ]

d

n ] L

=

(o] (= ] JCe Jv Lo o JC ] [ Le]

Entry Method JERNIECETTM);
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@
. STORING ADOCUMENT _.

—

Document

Server
File Name Lemeet JL_X 1J
Use the ke){- (€| | [Boksmace ToestALy|
pad to typein
the name of o ST S
the document, | | T N | .
then select st | |z || x | e || v |l o ][ n o[ e
LOK’ &
Press the
[Start]
button to
store the
document
6 S
Your : : <flle List>
LO print.
document Typei File Name | Date |Page
has now | 20 Test File 11 Apr.| 1 |
been
stored onto -~
the MED. S

gl APR 2013 14:36
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&

Document
Server

. RETRIEVING DOCUMENTS

S8 Document Server
e AC Print

Twe | FileName | Dat'e_l‘Page protOrar| §To Scaming S,

Select the file

. | 20 Test File Mar.| 10 || Seach
you WISh to r——
prlnt DeEe File

APR 2013 14:35

9 Use the number

1 2AC 3
keys to alter the A e
guantity. 4 GH 5 K. 6 MNO
(Prints one 7raRs 8T Qwxwz
copy by = 0 =
default)

Press the
[Start] button to
print
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. LOCKED PRINT

m Home Insert Page Design NMailings Review View PDF architect

select File, il sove i

Save As ‘_
e Copies of print job: 1

Print and I Open
Print e

Info

Print

Printer

; Ricoh MPC3503.PCLE

Properties - - e :

Printer Properties

9 Under Job ==

Type select ot
. Job Type:
‘Locked Print’  format Pt 5l > (I Bytole )
from the drop ) ey s -

down box, and —) P 2

\ Store and Print
£si(1 1o 999)

Dacurment Server
then : 1

Lo J[ concd || tep |

Tiob Tyoie Detalle - — |-
Create your own -
Enter User ID:
User ID; {Up to 8 alphanumeric [a-2,A-Z,0-8] characters)

Password:

‘User ID’. (e.g. rrra—
JSmith) (e
(410 & digit numbers)

Create your own )
‘Password’
(4-8 digits, e.q.
1234) . e .
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. LOCKED PRINT

At the MFD, | sobtist (] print dobs \
Status T User v rieivaineg:
select =

Printer’ and o i b

‘Print Jobs’

3 JAN 2013 12:00

/

Select your Job List | Print Jobs Prt. From Dev,
User ID (in > Select Job Type e — )
this example | All Jobs _|[Locked Jobs ﬂ Nick | J
‘Nick’ Isamole Jobs|| Stored Jobs |7 | FomFeed |
_ Print Jobs: User ID
Select the job Select jobls). Selected 1| Al ks |
(S) you wish Dateg.Time/User ID File Name
. G ]\! Apr. 14:23 EEEERXRK Change Passw,_
to print and Nick
then select
Print’. betas |
L2\
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. LOCKED PRINT

Use the
number keys
to enter your

‘Password’
e @ Enter the password with the Number
keys, then press [OK].
Select ‘OK’
Cancel (I 0K
9 (Use number @ Are you sure you want to print
ke the following?
ys to change e D Nick
q u ant|ty) File Name: instructions - Notepad

Select ‘Resume » Change Quantity of Sets W N

your job(s)
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. CREATING ONE-CLICK PRESETS

2 O

Prlnter

9 The following ex-

ample shows how
to create a black

select ‘File’,
and then ‘Printer

At your PC

Properties’.

All available print
functions can be

found here.

The ‘One Click

Preset List’ comes
pre-filled with five
options, but itis
useful to create

your own.

& white, single
sided one click

preset. Select the
‘1 Sided’ preset

‘Print’

G

T ’
m Home Insert Page Design Matlings Review View PDF Architect

il Save
F Print
}ﬂ Save As | ‘“‘_u
¥ 4] Copies of printjob: |1 -
&5 Open i
= Print
d‘ Close
Printer
Info
; Ricoh MPC3503.PCLE
Recent = Ready [
Printer Properties
9w Ricoh MPC3503 PCL 6 Praperties |
One Click Presets. | Detaied Setfings | Configuration/About |
T 2[ veegepeserist. |
Current Setting
— 12
=
Basic Setting Zonl 1sided
i
2on 1 {2 sided) Black and White {2 sided)

One Click Presets | Detaled Settings | Configuration/About |

One Click Preset List:

Current Setting
12
==
Basic Setting 2on1
— 1=2
1 sided 2on 1 (2 sided) Black and Vit (2 sided)

uuuuuuuuu S
A4{ZID 297mm) _ Jab Type:

Print On: @ pormal prnt v [ pemis, |
Same e Oridinal Size

Document Size: Input Tray:

(84 (210 5 297 ) - | [auto Tray Sclect -
Orientati Paper Type:
Settings Sumimar ¥ J | £} portrait - | [Plein 8 Recyded |
Color/ Black and hite: Copies:(1 to 933
|  reoster Crrent Settngs, [ olor -| 1 A
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IEI"”%EI
CREATING ONE-CLICK PRESETS :
[=]

@ Type in a Name for

the Preset and any
comments required

Select ‘Black

and White’ from
the drop down

menu

To save this
option, select

‘Register Current

Settings’

to describe the
options you have

selected. Select OK

to save.

Printer

One Click Presets. | petaled Seftings | C x|
One Cickresetiit & (et o]
Current Setting
g
==
Basic Setting 2on1 1 sided
142 ‘
ssided Zoni{2sded)  Blackand White (2sided)
Document Size:
A4 (210 x 297 mm) _ dohType:
Print On: 5 rvormal Print bl [ Dewmis. ]
Same as Original Size
DBocument it Size: Input Trays
[ @i0x287mm) »]  G[autoTray Select =
cperType
[ Settings summary J in & Recyded -
(1 to 999)
O Reose 5]

-___[l | Bl

One Click Presets | Detailed Settings | Configuration/about |
One Click Preset st 2  venegepresetist. |
Current Setting
1-2
=
Basic Settng 2on1 1 sided
|— 12
— 20n 1{2 sided) Black and White (2 sided) Unregistered
Document Size: i
A% (210 % 297 mm) _ JonType:
Print On: | vormal Print - [ Demiks. |
Same s Driginal Size
Document Size: Irput Tray:
(a4 @105 297 mm | ©auro Tray Select =
Orientation: Paper Type:
15 Partrait - |plain 8:Recycied =
Color/ Black and Wihite: Copies:(1to 999)
[ Register Current Settings.... | [ Biack and wihite - 1 =

Register Current Settings as One Click Preset

One Click Preset Name:

BaW 1 Sided

Comment:

|| cancsl
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. CREATING ONE-CLICK PRESETS

2 O

18

O

Your preset has
now been
added to the
screen

You can also
change the order
of your presets by
selecting ‘Manage

Preset List’

Select your preset
and select the ‘Up’
or ‘Down’ option
to change
position in the list

One CickPresets | Detailed Settings | Configuration/about |

Prlnter

One Click Preset List: 2 [eilmpntinatibt,
Current Setting [
— 142 ’
E=
Basic Setti 2on
S i Zon 1 (2sided) Black and it f| lside:
Job Type:
{0 |Normal Prnt
Document Size: Input Tray:
a4 (210 x 297 mm) ~| @ [autoTray seiect -
Orientation: Paper Type:
[ Settings Summeary (& portrat v]  [pensRecyced -

Color/ Black and White:

@ Register Current Settings.. [ % Black and white - 1

Copies:(1 t0.959)

l | Manage Preset List,..

2onl

Black and White {2 sided)

B&W 1 Sided

Manage One Click Preset List

One Click Preset List:

{Name/Commen! t/Status)
Hame Comment
2 Baw 15ided

2 A5 Booklet Calour
2 45 Booklet BAW
2 Colour 25ided

One Click Preset Name:

BEW 1 5ided

Comment:

[ox ][ cancel

| [t ]
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. SCAN TO EMAIL

Scanner

0 V ‘ Ttl. Dest. ||Memory

0/100%

Comm. Status/Print

|

Select ‘Select

Destination 1Sided g
From Address
Book’ , B Black & White
e y|["eL s I o Settings
9 Address Book (Email)
Select your o] o [ B | (G asind: O | Ctflew Proara]
destination 0 [ & [ e [ 1K] %5 [swen] [search Dest,|
box.
©
Press the
[Start] button to
scan your
documents
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. SAVING EMAIL SHORTCUTS

Scanner

Ttl. Dest. |[Memory
011002

Comm. Status/Print

Select ‘Select | Email Y Folder
Destination I~

From Address
BOOk’ Select Destination I Manuatries
from Address Book...| | |72 EMY|| ™ history | | Send Settinas
9 Address Book (Email) =\
o c [ oo | [wsi 0f[crtewros)
Select ‘New |

Program’

# Destination list cannot be used now.

9 Ermail Address

‘Emai (s 1) —
Address’ \ S IWN te al friail/Internet Fax Destination

% This function is available for internet fax or email sending by fax.
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. SAVING EMAIL SHORTCUTS

Scén‘her
@ Use the Email Address (el [[ ok )
keypad to [ & |[ > | [ Backspace [Delete ALL|
enter your o Tw Fe s e 1y Mo M7 1M ‘p
ema” and a 3 d f g h ] k L [
then select ]
o G L

e Email Address

£000011

Email Address test@ricoh. co. uk

Select ‘Exit’

Use Email Address for  RSIRCTEaE Ay

|
|
x

This function is available for internet fax or email sending by fax.

6 Address Book: New Program | Cancel || K |
P Selected
Select ‘OK’ Select item to program.

| Names H l Auth. Info | l Protection ’

| Emal |

[ Folder |
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. SAVING EMAIL SHORTCUTS

18

O

Select ‘OK’

Select ‘Exit’.

Select ‘OK’ to
finish

Scanner

q W e r t y u |\o
alls|falfelfaln]ls]«] t][-]
Shift z ‘x H C H v H b| n H m H @

Entry Method SIS E(EI)

[ |

Names

£00001] Test

| Registration No.

00001

| Narme

| Key Display

Address Book: New Program

» Selected
(00001  Test

Select item to proaram.

Cancel || K

|

Auth. Info

| l Protection

| Folder |

| Email
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. SCAN TO FOLDER

Scanner

Select the
‘Folder’ tab &4 1Sided W3

| Original B

:; i--. { llq" 'lll --:
El:Lk.Tl,F,Ffvhnp
Select Destination NVEx Ny, Manual. Entries -
from Address Book .. Iil History . \ Send Settings

9 Select <, B s

S.el e(?t Comm. Status/Print
Destination
1Sided Hg
From Address | Original =)
Book’ :
Select Destination Manual Entries
from Address Book... fonal Entrz History .| | Send Settings

9 ]Address Book (Folder) o ]

[ To H Ce ” Bec } (G asind: 0 l[ﬂ.kamg‘@]l

Select the _
folder L0 | £ [ [ 1K | %5 [swen] [search Dest,|
destination _Reg. No. |

you require
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. SCAN TO FOLDER

Scanner

e Address Book (Folder) |01<'_
T

Select ‘OK’ eaent] 8 | 0 [ EF [ G [ 1 [ %5 |[Swon] Search et

=5

Press the
[Start] button
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. NAMING A FILE

Select

original. and specify destination.

‘Send
Settings’

Ttl, Dest.

Scanner

Mernory

__0/100%

Cornm. Status/Print

[ TR
Select Destination Manual. Entries [ peesse—
from Address Book .. el Entr__y History .. |/| Send Settings

Select ‘File
Name’

Type in the
name of your
document and

select ‘OK’

/i

Ttl. Dest.

Mermory

0/100%

]

| Cancel

x|

[€]

‘ Backspace || DeLete ALLT ]
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. SENDING A FAX

Facsimile

Using the
keypad, type
in the fax
number of
your
destination

9 Check the Fax Destination

num b er iS Enter fax destination with the Number keys. Upmgan to

correct (Add oI,

any leading » Destination
numbers if re- 1901234567890_ Clea
quired i.e. 0 or | Tone || Pase | | Keyboard, || [[Add Destination |

3 AN 2013 12:04

Press the
‘Start’ button
to fax your
document
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C
. SAVING FAX SHORTCUTS

Facs'ir_niLe

0 To save the fax

1 2 ABC
number as a
shortcut, type 4 i 5 Kk
the n.umber In — (T
using the
number keys /% 0

g Fax Destination

Select Enter fax destination with the Number keys.
‘Program to
Address » Destination
Book’ 1901234567890_
|_Tore || Pase | | Keyboard, || [ Add Destiration |

9 Fax

[00003]

Fax Destination

Select ‘Exit’

Select Line

International TX Mode  Kelij

|
|
I Adv. Features
|
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. SAVING FAX SHORTCUTS

6

Select ‘OK’

Use the
keypad to
typein a

name for your
shortcut.
Then select
‘OK".

Select ‘Exit’

Address Book: New Program H Cancel

| Folder |

» Selected

Select item to program.
l Narmes | l Auth. Info I H Protection ’

l Fax Dest. ] “ Ernail ‘

(o ||

(e[ | [meymamearyT

q W - r t y u i o‘p

a s d f g k [ =

h J
it | (2 J[_x e (v JLo JLn J{n L JLe]

Entry Method = E(eLEM) | Space l

Names

[00001] Test

| Registration No.

‘ Narme

l Key Display | Test
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. SAVING FAX SHORTCUTS

Select ‘OK’

18

Select ‘OK’.

RICOH

imagine. change.

RICOH NZ LTD
60 Stanley Street, Parnell, Auckland
Tel: 0800 807676

Address Book: New Program Cancel

» Selected

Test

Select item to program.

‘ Names | l Auth. Info H ‘ Protection |
I Email |
| Folder |
Fax Destination [ ]
Enter fax destination with the Number keys. Soman ol
s ok

» Destination

1901234567890_

|

‘ Tone || Pause | HKeyboardI_J

 Add Destination
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