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RICOH
.. QR CODES imagine. change.

To help you get the most from your Ricoh product, and to offer different
avenues of learning, look out for QR codes at the top of the pages in this
guide.

s

. LOCKED PRINT gﬁg ‘

e At the PC T

select File, i e Print
Print and -

Use a QR code reader app on your smartphone to scan the code which will
link to relevant videos on the Ricoh Wiki playlist on YouTube.

(1] Tube:

Ricoh Wiki by Ricon Uk 2531

Wy Training, Sort in copying Mode on Ricoh
2 Printer...
« by Ricoh Uk

Training, Stapling in copy Mode on Ricoh
= Printe...

. Training, Enlarging A4 to A3 copying on Ricoh
B

Training, 1 -2 Sided copying on Ricoh
. Printer...

Training, Auto Colour copying on Ricoh
Printer ...

F3.9

W= Training, Sample copying on Ricoh Printer |
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CONTROL PANEL Page 4
An overview of the function buttons.

MED BASICS Page 5
Explains some of the most commonly used buttons.

LOADING PAPER IN TRAY 1 Page 7

How to load tray 1 correctly. Tray 1 is a high capacity, dual tray only capable

of holding A4.. (Unless you have specified the A3 version of this tray).

COPIER

Double-sided Page 8
Make 2-sided copies from single and double sided originals.

Sorting Page 9
Collate documents into sets.

Reducing & Enlarging Page 10
Reduce and enlarge different sized documents.

Storing a document Page 11
Save documents onto the MFD hard drive.

DOCUMENT SERVER

Retrieving documents Page 13
Print documents that have been saved onto the MFD hard drive.

PRINTER

Locked Print Page 14

Locked Print is particularly useful for confidential / secure printing.

Jobs will not be printed out until the user enters a user code at the MFD to release it.

Creating One-Click Presets Page 17
One-click presets allow you to customise your print settings,

saving time and effort by creating easy icons for the settings used most.

SCANNER

Scan to Email Page 20
Scan a document and email it to a designated email address.

Saving Email Shortcuts Page 21
Set up shortcut buttons for commonly used email addresses.

Scan to Folder Page 24
Scan a document to a shared folder on the server.

Naming a file Page 25

Rename the scan file at the MFD.
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Copier Scanner

=4

Address Book
MManagement

v @

Printer

Document
Server

RESET
PROGRAM

INTERRUPT

ENERGY SAVER
LOGIN/LOGOUT
USER TOOLS/COUNTER

CLEAR
STOP

SIMPLIFIED DISPLAY

SAMPLE COPY

START

STOP

Clears all settings (Defaults).
Store frequently used copy settings in the

machine memory and recall them for future
use.

Pause an on-going copy job, and start a new
one. Deselect the button to resume the

previous job.

Turn the machine ON/OFF from standby.
Administrators only.

Access System menus. Take counter
readings.

Delete quantity.

Stop copying/scanning/faxing when on that
function.

Toggles between normal and simplified
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.



. 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.
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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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Tray 1 can hold A4 paper only.
(Unless you have specified the A3
only version of this tray.) When
paper loaded in the right side of Tray
1 runs out, paper on the left is
automatically shifted to the right. Do
not pull out Tray 1 while the tray is

moving paper; wait until sounds stop
coming from the tray.

The left hand tray can come out on
it’s own and be loaded whilst paper
is still being taken from the right
hand tray. Do not overfill the tray.

Providing the right hand tray is not

being used, both trays can be loaded
at the same time. Simply pull out the
right hand tray by the handle. For the
right stack, align the right edge of the

paper with the right edge of the tray.
For the left stack, align the left edge

of the paper to the left edge of the

tray. Close the right hand tray first,
and then the left hand tray.
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[=] Copier

1 sided?2 sided:TtoT 2 sided®2 sided

-0,

[ Stoefile | | Creck Modes

To make two-
sided copies
from one- sided

O rI g I n a S y | Text / Photo { T u_dur:’ Sloed 1] ided*2 sided .1@1‘-0:-‘; 2 orly 1 sidedtComb & orig
| A e
select ‘1to 2 ‘ == —
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02| & el
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A5 +Ad
A4+A5

Ad+AS
LA

1

ID Card Copy ‘

Store File

| | Check Modes

To make two-
Slded COpleS Auto Color Select

Full Color

from two-sided ESIW:T e e oo |

Sioed"2 siied 1 | fed*Comb 2 erlg 1 slded*Cormb 4 ori

originals, S s i T e

select ‘2to 2 e ) -
ided >} (9 9 P | C8 [ iw
Siae I]I_Finishing Tc@s@ Shee;l‘ Edit / Color I'_m.ftmmmes_”hmn:_ /E,E!
|
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A4 | SRAF || eyess

e
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To collate
documents in-
to sets, select

‘Sort’.

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

L_ Store File _Ichacﬂ

<Black & White>
e i
Full Color Select® YDAsS
Black & White :
| oo il prige ] 93% ‘

IWWT*u

kw‘@MQWMIMmew
i S rE EIEEEE

- :_"Ca\terfslip Sheet l(‘ Edit / Color ” Dup. /Comiine/ Ser ies l{ Reduce / Entargs

St Fle__| [Ghukiiks |

<Blac Thite>
Auta Color Select . 1=z o] W&a
Full Color Selecte A4 SRAS Bypass
Black & White :
Text P IFUI.[SIIE Austo Redure / Enlarge [ hj,,ﬁ g | 93%‘ 100%
Text / Photo oA VT~ 258
O ’W\ m l—/i hr lzbl_‘|||| 2'*’_| IIF = Margin J IDCardCDw‘
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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.

Auto Color Select

Full Coler

21
SRA3

1=l 0|
A4

| L&
Bypass

Black & White

Text I Photo B

l Futl Size

Auto Reduce / Enlarge [

ASehq
M5

B 00%

Tovt /Moo | L2 2 sided g1 i:aq—‘:omn 2 o
e a 2 1\ 12 ma i
= | . Create Marain || 1D Card Copy
———
n Auto Ders

[R]ewE] Special Original

= 0|

Store File

[I Finishina ‘;CMJSH» Sheetll Edit / Colar I Dup. /Combine/Series || Reduce / Enlarge l

| | Gheck Modes

Auto Color Select 1 [zuo] wa
| Full Color Selectb' A4 | SRAF | Baess
| Black & white
et | B Full Size ‘ Auto Reoire / fnlree || ATIM [ A ‘ 9 3%‘ 100%
TMJ’%M 1 sided*2 5l 1 sided*Cornb & orig
1 1 i =
Bt 7y 4] "Create Mergin|| 1D Card Copy ‘
03 s )
ot || Finizhing || Cover/Slip Sheetl Edit / Color |J' Dup. /Conbine/Series | § Reduce / Entargs
E

Auto Colour Select

Full Colour
e
Black & ‘white

Text / Photo

‘ Store File

| Check Mades

Others

!1

n Auta Density u
[R](R Special Oriinal

. Murnber keys \I\
;

1
MRS A4 | SRAS | oves
M Select item. -

,,,,,,,,,,,,,

| Size Maqniﬁcatiorjﬂ” Dir. Size Mag. mmﬂH Direct. Maa. %|

1 15%|1 22%||1 41%||200%|[400%
i | R [ e
._)‘ "Z'tﬁ%’ 50% || 65% || 71% || 75% || 82% || 93%
et || e ||| e || g
Finishing Cover/Slip Sheet | Edit / Colour ! Dup./Combine/Series || Reduce / Enlarge
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. STORING A DOCUMENT _
Copier

0 @ COpier | Store File ‘ Check Modes |

Choose any

) Auto Color Select bvis Bz 0z e @ 4B
settin g S (S ort , Full Color Selecth A4 SRAS | esoass
Black & White
S t ap | e , et C) . %m Full Size | AutoRebce /Enlarce | (370 | I kTl 100%

1 sided*? sided:TtoT 2 sided®2 sided 1 sided*Cornb 2 orig 1 sided*Corrb 4 orig

. 7 ‘
HI-HD-\

Finishing HCover/SUp SheetH Edit / Color H Dup../Combine/Series HReduce / Enlarge ‘

Text /Photo

Create Margin || 1D Card Copy

Then select

[ ]
n Auto Denswty

‘Store File’

Copier

Store File Check Modes

Store File

Select ‘File
Name’

Set item(s) to store a file.

F
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 [ Gncel ||
Enter File Name, then press [OKI.

IIIF"‘u'ZHZHﬂ | E\i .@ @@
Select ‘Delete L s L o L
Al S D D o]
L D e
CECECL L C ]

Ere ] [ e ] ]

| TORER] | ol Enry || Uses Text |




EaE &

. STORING ADOCUMENT

[ElER%:  Copier
File Name [ caeel [J[ o ]
Enter File Name, then press [CK]. 4
Use the key- O < || [ses|een]
pad to type in S L L o e T e
the name of Lo e e e e I e e e e ] ]
€ nameo I N N Y N T N e
the document, = e e e e e I I I ]
then select (o | ] [ s ] [ (]
lOKl I Text Entry i‘ Symmbol Ertry H User Text |

e Press the

‘Start’ Key to
store the
document




. RETRIEVING DOCUMENTS

Select the
Shared Folder
(or the Folder

you saved

your
document to)

Select the
file you wish
to print

Use the number

keys to change

guantity. (Prints

one copy by de-

fault). Press the

‘Start’ button to
print

List Thurnbrails

| Display All Folders |

Search by Folder No

Search by Folder Name

To Scanning Screen

IEIF'E' 'iEI
[=]

Folder Mame

| Created Date/Time L. file

[ | stred Folder

Document
Server

)

Thurmbnails

] Display All Folders 1
I

Search by Folder No.
Search by Folder Name

To Scanning Screen

Document Server

<File List>

Select file(s) to print.

Folder Name

COPY0OO1

28 Mar,

1




. 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)

n»&m

Prihter

T T T —_—_—_—

Home Insert Page Design Mailings Review View' PDF Architect
H Save
e Print
[Lg, Save As \.f;jp
5 i Copies of print job: 1 =
5 Open
- Print
_j‘ Close
Printer
Info
, 7 Ricoh MPC3503 PCLG
Recent = Ready F
Printer Properties
‘i
L4=3)
2on 1 (2 sided)
Job Type: r o
9 sl print o > || [ etis. ]
l:Tray rrrrrrrrr J‘
P ey seect g
j r Type:
——— &Recyded -
Store and Print ]
Document Server z=i(1 to 999)
1 =
[ oK J | Cancel I | Help
Job Type Details ‘ @Jg
rEnter User ID:
User ID: {Up to 8 alphanumeric [3-z,A-Z,0-9] characters)
e e——————————
Password: :
{4 to § digit numbers)
s
[ok ][ concel |[ mep |




Printer

e #“ 3 Printer

At the MFD, Teizuo3Ubseo] o

A4 Ad | A4 | A3 |uo

| ! oo Reset
S eI eCt | Job Lict ] E\-.ntm_ \ Print from Memory Storage Device |-

- ’ et D =) e TN
Printer’ and T FomFoed

‘Print Jobs’ T

Hald Print Job

Stored Print Job | Error Log .

e (" Printer

Select your v v v b |
| Job Reset

U ser I D (l n ' Job List N \ Pin from Mesory tovoge Divce |

3

> Select kot Type PSR U Job Operation

this example [ aums ([ wio | s | [ fomret
. | Lotked Print 4o /|
‘Nick’ Eere i

| Sample Print Job
Hald Prant Job

Stored Frint kb Errer Log

==
Print Jobs: User ID | et
. Select jobds),
1 User D [Data / Time File Mame Solectad 1
Select the JOb [ S8 Nik 28 Me. 16:36 : T\E;lectnl_ll:tri |

(s) you wish [ oem |
to print and e
then select .

‘Print’. i ——

Print

Details




. LOCKED PRINT

rinter

Use the

number keys
to enter your

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

Select ‘OK’

(USG num ber o Are you sure you want to print
f ing?
keys to change the followhe
guantity) s s ik

Filz Mame: Microsoft Word - G+ Parels .docx

(Change Cnty,

Select ‘Print’ to
print your job(s)

Cancel | |Detailed Setting
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. CREATING ONE-CLICK PRESETS %‘- .

Printer

0 At your PC B

| Home Insert Page Design

select ‘File’, ‘Print’ & sove
. " - Print
and then ‘Printer B seve se =

Mailings Review View POF Architect

! Copies of print job: 1 =
Properties’. j’ o print

All available print e Printer

functions can be kit o

r

found here. . BiieerPropesties

g The One CIICk 2 Ricoh MPC3503 PCL 6 Propetties |
Preset List’ comes

One CidPresets | elaied Setings | Canfgusatinyabon |
pre-filled with five —
options, but it is - =
useful to create
your own. ==

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 — b
to create a black | = =
& white, single %) g -
sided oneclick | s

A4(2m 297mm) _ Job Type:
Print On: € pormal print < [ pews. |
Same as Original Size
preset. Select the —
IM (210 x 297 mm) - | t-iﬁ[num Tray Select vI
‘ 1 ! Orientati Paper Type:
1 SI d ed p r es et Settings Summary (& Portrait - |Plain & Recycled -
Color/ Black and White: Copies: (1 to 935)
@ | Reister Current Settings.. -

& Color - 1




. CREATING ONE-CLICK PRESETS

D0
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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 | Detalled Settings | Configuration/About |

Printer

Settings Summary |

@[ Regster Current Settings. - |sieGolor

One Click Preset List: 2 Margae Presetlishy:
Current Setting
- -
1—2
3 |
Basic Setting 2on1 1sided
122
- 2on 1(2 sided) Black and Whits (2 sided)
Document Sizz:
A4 (210 x 297 mm) _ e
Print On: E}[Norma\ print vJ » [ pewk.. |
Same as Original Size
Document Size: Tnput Tray:
st 210 x 297mm) v ©[autoTray sclect -
- ~aper Type:

I Color/ Black and White:

in &Recyded -

les:(1t0 999)

D= =)

One Click Presets | Detailed Settings | Configuration/About |

One Click Preset List: 2 Moo Fyesetihy)
Current Setting
= —
1-2
Basic Setting 2on1 1 sided
1—=2
n—— 20n 1 (2 sided) Black and Wihite (2 sided) Unregistered
Document Size: !
A% (210 % 257 mm) _ dohTye:
Print On: E}[Normal Print v] [ Detais.., ]
Same as Original Size
Document Size: Input Tray:
IA4 {210 x 297 mm) - | & |Auto Tray Select vJ
Orientation: Paper Type:
’ 5 Portrait - [Plain &Recyded -
Color/ Black and White: Coples:(1 to 999)
Register Current Settings... | [ Black and white - 1 >

Register Current Settings as One Click Preset

One Click Preset Name:

BEM 1 Sided

Comment:

Cancel ] { Help




. CREATING ONE-CLICK PRESETS
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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

D0
[=

Printer

One Click Presets | Detailed Settings | Configuration/about |

Current Setting

B&W 1 Sided

Settings Summary |

2[  ManagePresetlist..,

One Click Preset List:

Basic Setting 2on

=2,

2on 1 (2sided) Black and whit | | side

Job Type: j)
| Normal Print - g

Document Size: Input Tray:

\M (210 % 297 mm) v] @[Aum'rray Select v|

Orientation: Paper Type:

[[E] portrait - [Plain &Recycled -

Color/ Black and White: Copies:(1 to 59)

% Backand white - 1

‘ | Manage Preset List...

Zonil

Black and White {2 sided)

BEW 1 Sided

Manage Cne Click Preset List

One Click Preset List:
(Name/Comment/Status)

Name

2 Baw 15ided

¥ A5 Bookiet Colour
% 45 Booklet BaW
2 colour 25ided

One Click Preset Name:

Bew 15ided

Caomment:

ok || canel || hep |




Select your
destination
box

If no other
settings are
required,
press ‘Start’

! Stora Fi

e |||[ScamedFiles Status | | Check Mods

Emoil Addess: 1
| Pra. Dest!
2 | Rea. No. [l Entnf| Recent_| o] ce | e |

' o | eF b e [ o | o | oeo | RsT | uv | 02 [{che it
test

| Oisiet e Type e =

Sercd File Type / Name




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

o press the Start key,

E=rmail Addrocs: :
Pro. Dest. |
kcent I To | Cc ” Bec |

oF | 6 | i o [ oe | wsT | uw | 0z [[cheee Tite]
-~

Sere File Tyme / N ]

st s || Tot ]

E-rratil Address [ Cancal ]| K|

Enter E-mail address, then press [OK],
e Tl icoh, oo Uk

|8 R B J'. InnEE
| I nBER R
AEDnDODEnnREN

b|n|n.|.|.|a"|&|

o Lo e -
J J

* v

L

shiftlock || snift | Soace |

Iy | I
| Text Entry || ser Text |

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

Ifodess T
|Pra, Dest.|
L —

s fod | f o

S File Tyve / e |

Select Stered File k

Sender Name | Recept. Notice




. SAVING EMAIL SHORTCUTS

4
Check the

email address
and select
lOKl

9 Type in the

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

6

Select an
alphabet
button.

Program / Change Address Book | Cancel H CK ] E

Mames | Auth, Info :P!otectlm| Fax Dest. I Ejrrai{ | Folder j

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

Thiz. function is only available for intemet fax or E-rail sending by fax.

I ’_
Name | Concet | [ |
Enter rarme. then press [OK]. /]

= ‘ Backspaml DelptpAll|
JJ:|_1|Q||5|5|?|3|_|—|_‘_‘
|_l| e e e Lo [

I N A N |‘|-|
JJ_J (NN S 2
siftlock || swift | | Space | N T | = [ =] || At |

-i TR | ool bty | [ User Text |

Coms L

Names Auth. info_ || Protection || FaxDest. || E-meil || Folder |

Program / Change Address Bock

s
(G|

Pty Display P Registration Mo,
[ e | | Gome

Pialect Title

1
———
Title 1 et 8 | o | & [[ e [k [ [cpa [[RSE] uw |0z |
i

Title 2 [t 2 [z [ 5 [ s][6

Title 3 st 1 | z [ 5 |




. SAVING EMAIL SHORTCUTS

Select ‘OK’

The shortcut

IS now saved

and ready to
use.

Destinations
can also be
accessed by
using the al-
phabet title

Proaram / Cherge Adiess Bock N

Names Auth, Info || Protection || FaxDest. || E-mail || Folder
e
E

Change (hamge
Pelect Title
Title 1 Freqent| 8 | o0 || & || ot || 1k | o | oea [JREE] um | 0z |
Title 2 ] 1 [z ] 5] a5 s|7)s]s]mn]
Title 3 e 0 | 2 | 3 | s | 5 |
"]

i & | "j E-rnail Address: 1
I, & Tor  test@ricoh.co.k |Pra. Dest,
[ o Bt ot | < [

[ o [ & | ot |k ] om [ ceo | st [ uw | %12 ficens e

[ StoreFite | | Scamned Files Status | | Check Modes.

e e

/ J E-mail \[ Folder
= i'._'-' : E-mail Addess: 1
It | To:  test@ricoh.co.uk Pra, Dest,

8 | Res. No, |l | Recent_| ce | B |

[rT—

[Froamt]_# ] & ] & ] ot | UK JLuN ]| |Po [lRSTJ ow| [ o0z Jlowes vt

i 1 Or ]

d test —
(Original Feed T\fpeé].m]

Send File Type / Kame J ——
T W T T

ko



Select the
‘Folder’ tab

Select the
Folder

destination
you require

If no other
settings are
required,
press ‘Start’

E-rrail Address:

Edit “T: WWWJ [Pro. Desty|
i LFeo. o[t i Rocent | __ [T J[ e ]
" [Freent] t | o0 [ £ | o [ i | o [ opo | ot | uw | w2 ||chuee it

Ser File e / N —

J
[ setect staretie il Te

[ Store Fite | [Scamed Fites Stas. || | Check Modes

Folder Dest.: 0

I Pra. Dest, |

Send il Type / e |

Select Stored File___l.




. NAMING A FILE

0 If you want to

name your
file, select
‘Send File
Type/Name’

Select ‘File
Name’

Type in the
name of your
document and

select ‘OK’

Store File Scamed Files Status | | Check Madis

Austo Derwity
O TR T R

Seref Fille Tyve / Name I
| BlomisbaSuicstaoont=

Sat onaral and specity aestination.
Send File Type / Nerne
Select item.
Single Page Multi-page
PFile Twe
TIFF | FOF | POF/A
P-ICF File Settim
‘:e-rurtf Settings | Diigital Sionature

f

File Neme _ Pt o, 0001

File Narna

| Enter File Name, then press (CK.

_J_l_||~_ °|-‘|P?l\|
7S 3 3 3 S

4 G e ]
Shiftlock || snift | | Space R 15 ] | = s

r r -
i Test Entry || Syl Entry ] User Text |
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