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. CONTROL PANEL
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FACSIMILIE FUNCTION BUTTON Access the Fax function

DOCUMENT SERVER FUNCTION BUTTON Access the Document Server function

COPIER FUNCTION BUTTON Access the Copier function

PRINTER FUNCTION BUTTON Access the Printer function

SCANNER FUNCTION BUTTON Access the Scanner function

OTHER FUNCTION BUTTON Not In Use

RESET Clears all settings (Defaults)

STOP Stop copying/scanning/faxing
START Commence copying/scanning/faxing

=
= o

SAMPLE COPY
SIMPLIFIED DISPLAY

Produce a proof copy.

U
w N

Toggle between normal and simplified display
INTERRUPT Pause an ongoing copy job. Deselect to resume

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

USER TOOLS COUNTER Access system menus. Take counter readings

LOGIN/LOGOUT Administrator login.

PANEL OFF Turn the machine ON/OFF from panel off mode

ENERGY SAVER Turn the machine ON/OFF from standby.



. MFD BASICS
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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.

Press the ‘Energy Saver’
button to turn on when
the MFD is on, but the
panel has switched off.
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Press the ‘Power On’
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’.’




. DOUBLE SIDED

Copier

1 sided?2 sided:TtoT 2 sided®2 sided

-0

H Store File ” I Check Modes

To make two-
sided copies
from one- sided

O ri i n aI S y ext OtO 1 sided* 2 <ided: TtaT
o ol
select ‘1to 2 ' =

- e
sided vl i IElEE B
e Special Criginal Finishing Cover/Slip Sheet || Edit / Colour || Dup./Comhine/Series | Reduce / Enlarge

Auto Colowr Select §|1 L @

A4

213
Ad

L

Full Colour B

Black & White |

PRI Ao Rae / nlrae o
p—

Ad=A5

A4 45
A5 b4

B 00x

Create Maroin

Text Photo

ided? sided 1 sided*Cormb 2 orig 1 sided*Comb 4 orig

2. |00 -

“ Store File H | Check Modes.

To make two-
Sided Copies Auto Colour Select

Full Colour

te>
20
A4

1M
A4

o
Bypass

_cl Black & White
from two-sided T e [ 5 [ B 100%

o ri g i n al S Text / Photo 1 sided?2 sidec | fT 2 sice*2 sided 1 | g Corib 2 aria 1 sided Cornh 4 oria
’ Others -)D §H @2’@1 ‘i E-}‘ ')
k _|
select ‘2to 2

sided ) 50 0| @ |[pe)Em)

[RIFm Special, Oridinal Finishing Cover/Slip Sheet || Edit / Colour || Dup./Combine/Series || Reduce / Enlarge

—

Create Margin




. SORT & STAPLE

Sort

To collate
documents in-
to sets, select

‘Sort’.

To staple
your docu-
ments choose
from one of
the staple
options.

re~

Copier

Staple

H Store File ” I Check Modes

Auto Colour Select BT W O 2 b O] L
Full Colour A4 | A4 | Beas
Black & White |
Full Size | Auto Rethice / Fnlarae o e 93%

1 sided*2 sided TtoT 2 sided*2 sided 1 sided*Comb 2 orig 1 sided*Cornb 4 orig

Text /Photo

4 m.m

H @{’@z " '> Create Margin

Others
e Sort Stac Staple
| 59| [] o [po)Ew
(Rlem) Special Criiral Cover/Slip Sheet || Edit / Colour || Dup./Comhine/Series | Reduce / Enlarge

“ Store File H | Check Modes.

e
A4

Auto Colour Select

2

Full Colour

A4

| I

o
Bypass

Black & Wwhite

Full Size

Text Photo |

A3 +ad
A +h5

B i3

45514 93%

#uto Reduce / Enlaroe

1 sided*2 sided:TtoT 2 sided*2 sided 1 sided*Cornb 2 oria 1 sided*Cornb 4 orig

Text /Photo

Others

(B2 |

mém’ H"_[E'-Sm H‘ 2 —)m:' H(‘?’PZ'@M&@

7 Sort Stack
Bl

6o 5 [alEs)

Finishing

[R](RD Special Original

Reduce / Enlarge



. REDUCE & ENLARGE

A quick way
to enlarge A4
to A3 is to use

the ‘A4>A3’

shortcut.

OR, If you
wish to
choose a
different size,
select the
‘Reduce/
Enlarge’ tab.

Use the ‘-/+’
adjuster to set
a percentage.

Copier

Store File ‘ | Check Modes |

6 @) E{eady

THoD

Auto Colour Select 203 o
Full Colour A4 | A4 | boess
o —
Black & White prem—
Text Photo Full Size |  Auto Reduce / Enlarge ey ‘ b ( 83% 1 o O%
Text / Photo 1 5ided? 2 sided TtoT _ 2 sided?2 sided 1 sided? Comb 2 i

Create Margin

Others “’@2 212,
i ne|r EIfEEE

[B]Fm Special. Criginal | Finishing HCover/SUp SheetH Edit / Colour || Dup./Combine/ Series H Reduce / Enlarge

‘ Store File ‘ I Check Modes

te>

213
Ad

Auto Colowr Select §|1 L @

A4

L

Full Colour B

Black & White

= 43504
A4ds

Full Size || Auto Reduce / Enlarce fmt) 935%

Create Maroin

1 sided*2 sided TtoT 2 sided*2 sided 1 sided*Comb 2 orig 1 sided*Cornb 4 orig

Others "@z [2-12, " '>
| 5 [5w]59)

Text /Photo

e Special Criginal | Finishing ||Cover/5lip Sheet” Edit / Colour H Dup./Combine/Series | | Reduce / Enlarge

‘I Store File ‘ | Check Modes

White>

Auto Colour Select 1T8l2d0 &

ALto Paper
Full Colour Selacth A4 | SRAT | Bwass
e

Black & ‘white

Select item. r— Cancel OK
o Murnber keys , lSize Maqnificatioqﬂ Dir. Size Mag. mrgvHDirect. MMad. %o

. 115%|(122%||1141%|200%||1400%
Others | FULSER || goppops || ot || tots || sy
i 29% | 50% || 65% || 1% || 75% || 82% || 93%
[« Jauwoes] » I W > gt | o || e || soso || gt

| Rlem Special Origiral Finishing Cover/Slip Sheet | Edit / Colour ! Dup./Combine/Series || Reduce / Enlarge



. STORING ADOCUMENT

Copier

| Store File ‘ Check Modes |

Choose any
settings (sort,

Auto Colour Select B 1 L) 3

| A4

g
A4

'S
Bypass

Full Colour

Black & White |
staple, etc). e | e

Text /Photo

Then select Oters

A32pd
Ads 05

L]
A5 04

Full Size ||  Auto Reduce / Enlaroe

Create Margin

1 sided*2 sided-TtoT 2 sided®2 sided 1 sided*Cornb 2 oria 1 sided*Cornb 4 oria

000, [z
(3 |9w|B®)

Finishing HCover/Slip SheetH Edit / Colour H Dup. /CombyinesSeries H Reduce / Enlaroe

‘Sto re Fi I e’ Autn Denswty

W Check Modes

Store File

Select ‘File
Name’

Set item(s) to store a file.

User Name

-

File Mame Password

/

older to Store

If [On] is selected for [Auto Delete File in Document Server] in System Settings,
all stored files will be deleted automatically at the time set.

File Neme [ Cacel [ o
Enter File Name, then press [OK]. ‘

Select ‘Delete HOaNDEORRDD -y
All’ Lo e I e e I e e e ]
I I I I S

DZDDD-JDDDD
e I =S O N

| Text Entry || Symbol Entry || User Text |




. STORING ADOCUMENT

Use the key-
pad to typein
the name of
the document,
then select
‘OK’

e Press the

‘Start’ Key to
store the
document

File Narne el [J[_ox_ ]
Enter File Name, then prass [OK].
------E--EEEE
Lo e e e e e e e e ]

Ledleflele e fiollo e flefafl 1]
I3 I I e A
[ hirt ook |[ sttt | | Space | I e ]

1 T
I Text Enfry H Syrbol Entry H User Text |

[‘ ») Sh) ‘-—3 0
Om) v Ow)
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. RETRIEVING DOCUMENTS =

Document
Server

Select
[Document
Server]

9 Rea Quentity | [Pt

. Type{ User Name l File Name JDate‘Page@
Select the file : -
you wish to
print

Detalls

i
E

Itest gt | 1 1

Preview

? Delete File

=
o]

To Printing Screen

9 Use the number
keys to change
quantity. (Prints
one copy by de-
fault). Press the @) B2 €= a

O Ew B
‘Start’ button to
print




. LOCKED PRINT

At the PC

select File,
Print and
Print

Properties

Under Job
Type select

‘Locked Print’
from the drop
down box, and

then

Create your own
‘User ID’. (e.g.
JSmith)
Create your own

‘Password’
(4-8 digits, e.q.

1234)

H Save

Pri_h.ter

Home Insert Page Design Mailings Review View' PDF Architect

e Print
@ Save As @
= L Copies of print job: 1 1=
5 Open
Ak Print
Lj‘ Close
Printer
Info
, 7 Ricoh MPC3503 PCL G
Recent = Ready P ———————
Printer Properties
“d
iR =
2on 1 (2 sided)
Job Type:
[ormal Print o || [ pewis. |
| T | ) oy St 5
' HAl Print J) F Type:
m— A Recyded v]
Store and Print
Document Server esi(1 to 999)
1 =
[ oK J | Cancel I | Help
-JobType Details - J— ‘ @Jg

User ID: {Up to 8 alphanumeric [3-z,A-Z,0-9] characters)

Create Own ID - Nick

[ok ][ concel |[ mep |




. LOCKED PRINT o
Printer

At the MFD,
select
[Printer]
Select
: | B-Paper Tray Status
‘Print Jobs’ il Aa AL AL | Aa
B Job Lists & Error Log
Print Jobs i Error Loa
Job Reset o
| Pt e Lser D .
Salect jobds),
1 User D Date / Time File: Mama Salected 1
SeIeCt the JOb [88 Nk 28me. 16:3% ..“"Lée.t-;:.i:")\tlj:trsm
(s) you wish [ Cemt |
to print and —_——
then select
‘Print’.

| Details



B LocKeD PRINT v

\"‘-w—-r'/

Printer

Use the

number keys
to enter your
‘Password’

18

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

Select ‘OK’
I—

F

@ Are you sure you want to print
the following?

Select ‘Yes’ to
print your job(s) e Bt

File Name: Microsoft Word - Document]




. CREATING ONE-CLICK PRESETS _
Printer

0 At your PC Dl

7l e l

Home Insert Page Design Mailings Review View POF Architect

select ‘File’, ‘Print’  soe
. - Print
and then ‘Printer B seve se =

Copies of printjob: 1 =
Properties’. j o print

All available print e Printer

functions can be ecent oy -

found here. . | e Propeties

g The ‘One Click

Preset List’ comes

= Ricoh MPC3503 PCL 6 Properties

One Clck Presets | petaled Settings | ConfigurationjAbout |
pre-filled with five *l
options, but it is e
useful to create |
your own. 1=

One Click Presets | Detailed Settings | Configuration/About |
Th e fo I I OW i n g eX _ PR — One Click Preset List:

ample shows how =
to create a black - ,
& white, single ¥ 5

1sided 2on 1(2 sided) Black and White (2 sided)

sided one click o—

- |
|
{
{
i
Basic Setting Zon1

tSize:
A4 (210 x 2597 mm) _ Job Type:
Print On: € pormal print < [ pews. |
Same as Original Size
preset. Select the —
a4 210 x:297mm) +| @ uto Tray select -
8 1 ! Orientati Paper Type:
1 SI d ed p r eS et Settings Summary (& Portrait - |Plain &Recyced -
Color/ Black and White: Copies: (1 to 935)
@[  Recister Current Settings.. % Color v| 1 =




. CREATING ONE-CLICK PRESETS

6

Select ‘Black
and White’ from
the drop down

menu

To save this
option, select
‘Register Current
Settings’

Type in a Name for
the Preset and any
comments required
to describe the
options you have
selected. Select OK
to save.

One Click Presets | Detailed Settings | Configuration/About |

Current Setting
= =
1—2
==
Basic Setting 2on1 1sided
122
Tt 2oni(2sded)  lack and Whits (2sided)
Document Sizz:
44 (210 x 297 mm) _ e
Print On: 0B ormal Print == [ pews. |
Same as Original Size
Document Size: Tnput Tray:
a4 (210 x 297rm) v @ autoTray select -
S “aper Type:
Settings Summary | i &Recyded -
" Color Black and White: es:(1 10 999)
€|  Register Current Settings. <. Color =

D= o=

One Click Presets | Detailed Settings | Configuration/About |

One Click Preset List: 2 Moo Fyesetihy)
Current Setting
— 1-2
Ew
Basic Setting 2on1 1sided
1—=2
Unregistered 20n 1(2 sided) Black and Wihite (2 sided) Unregistered
Document Size: !
A% (210 % 257 mm) _ dohTye:
Print On: Q)[Normal Print v] > [ Detals ]
Same as Original Size
Document Size: Input Tray:
IA4 {210 x 297 mm) - | & |Auto Tray Select vJ
Orientation: Paper Type:
p 5] Portrait - [Plain &Recyded -

| Register Current Settings...

Color/ Black and White:

i Black and White - 1

Copies:{1 to 999)

7

Register Current Settings as One Click Preset —

One Click Preset Name:

BEM 1 Sided

Comment:

Cancel ] { Help

Printer



. CREATING ONE-CLICK PRESETS
Printer

One Click Presets | Detailed Settings | Configuration/about |
One Click Preset List: & (et sttt

Current Setting

Your preset has
now been =5
added to the Soniil] il

Document it Size: Job Type:

Screen PMt%:!U”g?mm) P Narmal print o S——— /]

rint On:
Same as Original Size 2

Basic Setting 2on

Document Size: Input Tray:
\M (210 % 297 mm) v] @[Aum'rray Select v|
Orientation: Paper Type:

SR SOy J [[E] portrait - [Plain &Recycled -

Color/ Black and White: Copies:(1 to 999)
e Black and White - 1 =

e l | Manage Preset List...

You can also 12
change the order '
of your presets by
selecting ‘Manage = =

Preset List’

2on1 1 sided

Black and White {2 sided) BEW 1 Sided

————
Manage Cne Click Preset List
One Click Preset List:
(Name/Comment/Status)

Name Commen t
& Bavi 15ided

Select your preset e
and select the ‘Up’ 2 Coour 250cd
or ‘Down’ option
to change

position in the list =

One Click Preset Name:

ok | concel |[ nep |




. SCAN TO EMAIL

Select
[Scanner]

Select your
destination
from the list

If no other
settings are
required,
press [Start]

[StoreFite_| [Scamed Fies Status | | Gheck Modes

[00010] Joe Bloggs E-mail Address: 1
To:  Joe.blogas@someconpanyorother .com

, | Mol e o [ ke |

Freauent L [ r [ [ opo [ RsT | uw | vz | ot ity
. . 000093 | [Koaar to |3 i(uuu!z} To0013) 00014) ‘
= PS Oper |ti||Joe Blogss (C/|OLE |Greg S Karen 0 [ Adam 142
=T SEsasury =5 ﬁ:mm Co0018) L00015]
chel JR{D \Andrew sarah Rob M T
| e e . o

2010

EESRCESRC™.




To save an
email address
as a shortcut,
select ‘Manual

Entry’

Use the key-
board to type
in the email
address, then
select ‘OK’

Select
‘Prog Dest’

StorsFile | Scarned Files Statis | | Check Motks

of press the Start key,

E-mmail Address: .
Pro. Dest.|
= Rea, b Dh‘m&. LnLrﬂE f:n—:'nt._ . I . To | Cc ” Bec |
Froas \mmmmmmmmnd £F || GH | 1 | U3 | 0P | AT [ i | 002 [[ohene Tt
-_— "2

Sere File Tyme / N ]
Select Stored File_|

E-mail Address | Concel ]1 x|

Enter E-mail address, then press [OK],
tes tlricoh. co.uk

€ || | [sasomceoetete ]

| T T
Q|w|e|.rl.t y|u|||.n|r>|_[|]|.\|
-4 X (=5 ¥ b | n | L | ; | : | ! | E- |
shiftlock || snift | Soace |

Iy | I
| TetEnte || user Tet |

Store File ||| Scamed Files Status | | Chick Modes

Mo e (T
it - [ -
| To:  testlricoh.co.ue |Pra, Dest.|

2 | Rea. No. | sl Ennf| Recent | E —
 [Freaent] 48 | oo [ & | ot | ik [om | cen [ msT [ [ Xtz [lcenee Ti]

S File Tyve / e |

Select Stered File E _l| Sender Name )| Recept. Notice




. SAVING EMAIL SHORTCUTS

4
Check the

email address
and select
lOKl

e Typein the

name you
want to use
for your
shortcut, then
select ‘OK’

6

Select an
alphabet
button.

Program / Change: Address Book | Cancel H O ] E
Mames | Auth, Info Protection | Fax Dest. I Eﬂi{ | Folder J

PE-mail Address testlrjcoh.co.uk
PUse E-mail AdFess for | il MRRTR PO DGR | | Intmret Fo Dstiretion Only_|
B-Send via SMIP Server on off f

This function is oaly available for intemet fax or E-mail sending by fax.

ancel “ CH |

< | 'BacksparPIDeIPtPAll|

|1|z|5||a||5|5|?|a|_|0||'—'
Lo Lo e I e I e T e e
HEODRE DD |'|—|

L= L= fle Lo fle Lo o Jle L L7 0o ]
shiftlo || snift | | Space S I | | TS

-i TR | ool bty | [ User Text |

Proaram / Change: Address Bock Lot J[_ox ]

Nemes || Auth.info || Protection |[ FaeDest. | E-mal ][ Foldsr |

Ptame
Chage |
—_—

W ey Disslay P Registration o, 00022

Chae | | Cronns

1

Pielect Title N | (— |
Title 1 fFreaeat]_re | oo | e [ on [ 1k ][ |[oeo J[RST] uw [0z ]
Title 2 ]2 5 e 05 106\t 10 |

Title 3 et 1 | 2 [ 53 [T s |




SAVING EMAIL SHORTCUTS

Proaram / Cherge Adiess Bock ol |J[_ox

Names Auth. info_|| Protection || FaxDest. || E-mail || Foldwr ¥ /i
e
Chge |
‘ ) L Chse |
S el ect O K P ey Dicolay E P Registration o, 00022
[ e | | Crence

PSelect Title

Title 1 [t e |
Title 2 [Frement —1|
1

Title 3 [Frequent]|

[ StereFile || Scamed Files Status |

Folder

| - | '-j E-mailAdd’E_ss: 1
I, & Tor  test@ricoh.co.k |Pra. Dest,
3 (s o ] oot | . [

u. = " EF|| o | lJK| oo ] e ] o ﬂ . ||Kf2 |umhm

The shortcut
IS now saved
and ready to

use.
. . WERG_Fodr \
Destinations J-i..-i.—-.-\_fl = Email Adfess: 1
Iﬂ}'{o: test@ricoh.co.uk Pra. Dest,
can also be ¥ (. o i ] et | — | |
seeessed b y @? (o [ & [ [ on] pa Rt | ][] 02 [[chee Tt
test / s

using the al- ;r.;mmm; =
phabet title COEE R T T T T




. SCAN TO FOLDER

|| StoreFile ||| Scarned Files Status | | Check Modes |

e Start key.

Select the
‘Folder’ tab

ELY ramnl e Rin
To: gwaww&ymumtrm .com

Rea. No, | Mrual i _[iLCc_H Boc |
oo et || )5 |0 ] e |_o 13 ] om0 [ ot [ ow J v e

llg\l'ﬂl 0y |[ﬂﬂﬂﬂ9} 0001 L0001} L0001 2} (o003} [00014]
2 \PS Operati || Joe BlosBs CAROLE [Greg S Karen 0

[ﬂﬂﬂlﬁ} [00016] [Mﬂl'ﬂ |Con0ns) Cooo1g) [ﬂﬂﬂl?]

File Name / Type Rad'el Jo Lewis | INGRID  [Andrew sarah

Orsival. Fed Tyne BICRI) - |ons

o

E-mail Address: 1

‘ 1/2

9 > t:
the next destination or press St

Select the
Folder

G [00002] scan Folder Dest.: 1
SMB \\somecompanvorotherscans

B (Res. o o ]
0 e o e oo v o o e iy

00011 ‘

destination
you require

[t-scan

igiral Feed Type RICF)
SerdFileType/Name

Select Stored File

System Status

If no other
settings are
required,

E 6= E=
press ‘Start’ ==




—

. NAMING A FILE

Scanner

0 | Store File || [[Scamed Fies Status | | Check Modes
I f y O u W an t t o L) Boﬁei(\jiihe next destination or press the Eart key. Lo ':i’a‘;’]‘z
name your

Folder Dest.: 1

D [00002] scan
SVB  \\somecompanyorother\scans

e
| Reg. No, | Ml fntry] Manwal friry

file, select
4iAutu Densltyl > | [Freaent] t8 |W| EF | e [ 1ok | v [ opo | RsT | | vz | [chence Titte
[EoooozT [tooooy

‘Send File
2an alt-scan

Type/Name Mm |

| Select StoredFile |1 Text " Subject [ Il | Recest. Notice |
7 JAN. 2009 ]
System Status Job Lis 1634

Select ‘File e

P-Single Page B-PDF File

) =l P
Name TIFF / PEG | POF | | Security Settinas _

PMulti-page

System Status

File Narna
[ Enter File Mame, then peess [CK].

Type in the
name of your dliE
document and

select ‘OK’

E
B

Shiftlock || snift | |

_i TR | i frry || User Tet |




(=4
. SENDING A FAX ‘@

Facsimile

Select the
[Facsimile]
button

g Type in the

fax number
using the

number keys

(Add any leading
numbers if re-
quired i.e. 0 or 9)

Press the

‘Start’ button
to fax your
document




.

FacsimiLe

. SAVING FAX SHORTCUTS

Store File ||}l TURX Status / Frint |

0 To save the fax =~ ORey . G
number as a
shortcut, type

|L“,Jr3 01234123123 _

it | R, o, | it E}L«sr'|| Recent [

the number in [Freamit] s [ co | e | @ | 1 | o | opo | Rt | uw [ oz [[ome i

and then select
‘Prog Dest’

Select Stored File TKFile Statws | RX File Status Senda

g Program / Change Address Bock |

| Mames | Auth. 1nft| Protection ' Fa Dest, | E-mail || Foldsr
Check the —

P Destination

number is

Correct and  Selectline — | Adv. Features. _
Pinternational T Moda
select ‘OK’ r S

Chergs Fae Header and Label Irsertion are also available for
= intemet fax and IP-Fax,

P-Fao Header

P-Label frsertion Chenoe

o =
Use the key- | Enter name, 1 then press [OK], S—
pad to type in :

E N EEAEN "_'IE'—IT!
a name for _J_J Lol e ]
your shortcut. Jgﬁl__lg_g__j_fg_14|d
Then select [ e e el e
‘OK’ sl [ i ] s ] 0]

_i TERRENB] | Srrbol Erty || ser et |




. SAVING FAX SHORTCUTS

6

Choose an

alphabet title
button to store
the shortcut

under

Select ‘OK’

Your shortcut

IS now saved

and ready to
use

Proarem / Chanoe Address Bock | Cocel _]| K|
[ [ Auth, ko ][ Pratection |[ FaxDest. || Evmail [ Folder |
e

Change

Piey Display

P Resistration No. 00022

—
P-Setect Title r .

T 1 s | o | oo o J o e
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