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._ CONTROL PANEL
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1. [Home] key
Press to display the [Home] screen. .
2. Function keys

No functions are registered to the function keys as a factory default. You can register often used
functions, programs, and Web pages.

3. Display panel

Displays keys for each function, operation status, or messages
4. [Reset] key

Press to clear the current settings.

5. [Program] key (Copier, Document Server, Scanner mode)

Press to register frequently used settings, or to recall registered settings. Also press to program
defaults for the initial display when modes are cleared or reset, or immediately after the main power
switch is turned on.
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. CONTROL PANEL

6. Main power indicator
The main power indicator goes on when you turn on the main power switch.
7. [Energy Saver] key

Press to switch to and from Low Power mode or Sleep mode. When the machine is in Low Power
mode, the [Energy Saver] key is lit. In Sleep mode, the [Energy Saver] key flashes slowly.

8. [Login/Logout] key
Press to log in or log out.
9. [User Tools/Counter] key

Press to change the default settings to meet your requirements. You can find out where to order
expendable supplies and where to call when a malfunction occurs. You can also print these details.
You can also check and print counter readings here.

10. [Simple Screen] key

Press to switch to the simple screen. When you press the {Simple Screen} key, the screen chang-
es to the simple screen. Letters and keys are displayed at a larger size, making operations easier.
Certain keys do not appear on the simple screen.

11. [ #] key (Enter key)

Press to confirm values entered or items specified.

12. [Start] key

Press to start copying, printing, scanning, or sending.

13. [Sample Copy] key

Press to make a single set of copies or prints to check print quality before making multiple sets.
14. [Stop] key

Press to stop a job in progress, such as copying, scanning or printing.
15. [Clear] key

Press to delete a number entered.

16. Number keys

Use to enter the numbers for copies and data for the selected function.
17. [Check Status] key

Press to check the machine's system status, operational status of each function, and current jobs.
You can also display the job history and the machine's maintenance information.

18. Data In indicator (printer mode)
Flashes when the machine is receiving print jobs from a computer.
19,20. Media slots

Use to insert an SD card or a USB flash memory device.



. LOADING PAPER
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Left flange

Spool

Paper Roll Adjustment levers
Right flange

Lock lever

Press the [Home] key and
then select ‘Copier’ on the
screen. Ensure the “Ready”
message appears on screen.

Lift up the paper input location
cover until it clicks.

Remove the bar in front of
Paper Input Location 1.

Then hook it in front of the
output location.

PART NAMES




RICOH

imagine. change.

. LOADING PAPER

9 Pull the bar in front of Paper
Input Location 2 forward.

6 If there is paper loaded, press = _ | —
down the rewind button to the

right of Paper Input Location 1

for a couple of seconds. Once /_,_./-""‘"
you release, the paper is auto- —
. =
matically rewound. No paper?
Proceed to step 11. i

Make sure the edge of the
paper has been fully fed out of

the machine. Hold both flanges
and using both hands, move
the roll onto the flat areas in
front of the bearing (inset).
Then remove it entirely.

@ Place the roll on a flat surface.

Raise the lock lever on the
left flange.
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. LOADING PAPER

e Remove the left flange from
the spool.

@ Remove both the right flange
and spool from the paper roll.

m Adjust the paper roll

adjustment levers on both
flanges according to the core
(size) of the paper roll you
want to load.

@ Insert the flange with the spool A‘E

from the right side of the paper

roll until it touches the end of f
the paper.
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. LOADING PAPER

@ Insert the spool into the left
flange.

Holding the right flange, insert
the left flange until it touches
the end of the paper.

@ Lower the lock lever on the left
flange.

@ Place the paper roll on the flat
place in front of the bearing.

Then move the right hand
edge and left hand edges of
the shaft into the bearing.

@ If loading a 50.8mm (2 inches) “~ r‘-ﬁn

paper roll, make sure that all
six adjustment levers are fully

open. When loading a 76.2mm C * C
(3 inches) paper roll, proceed
to step 17.




. LOADING PAPER
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Feed the paper roll (1) so that
the paper goes over the
guides (2) behind the paper
roll and under the rollers of the
paper feeding slit.

Keep rotating the paper slowly
until the paper is automatically
pulled inside the machine and
the beeper sounds.

Push the bar in front of paper
input location 2 into the
machine (1). Then lift the bar
of the output basket up and
hook it in front of Paper Roll 1

(2)

Lower the paper input location
cover. Now follow the on
screen instructions to finish.

=
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. FEEDING ORIGINALS

0 Adjust the original guides
so they are flush against
the original. They should
be the same distance
from the centre.

@ Documents should be
inserted FACE DOWN
between the original
guides. Support with
both hands until it feeds
in.

9 Use the [Scanner Stop]
button if documents are
jamming or not feeding
correctly.
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._ MFD BASICS

0 Press the

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

9 To clear any

selections you have
made, press ‘Reset’.’

To stop a job,
press ‘Stop’.

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




. COPIER BASICS

Copier

COpier Store File ‘ | Check Modes |

B41 rrm
-gﬂ

Auto Paper
Select®

Full Colour

AOB AT Aﬂg AZ09 Special Paper

User Auto R/E‘ 100.0%

Black & Wwhite

Text /Photo

Full Size

Auto Reduce / Enlaroe

Photo I Others

o |Auto E)m

Finishina HAdjust Print PusitionH Edit / Colour H Corrbine H Reduce / Entarge‘

0 [High Speed Copy]

Print quality is reduced, but speed is improved.

9 [Synchro Cut ]

Cuts the paper at the same length as the original.

e [Variable Cut ]

Brings up a menu with an option to manually enter
a size to cut to.
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Either use
‘Auto Reduce/
Enlarge’ and
then select
the paper roll
you wish to
use...

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

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

Copier

Copier

Store File

‘ | Check Modes |

I: ’

High Speed Copy

Full Colour

Black & white

Text I Drawing

Text /Photo

Photo I Others

[ =4 3

1 8atmm (@ |2

594 mm G).
Auto Paper, LIS -l-_-j-
selecth (00 I AD | AD I w0

Full Siz | ||| Auto Rechice / Enlarge

——

.- —

Copier

|| Finishing HAdJust Print PusitiunH Edit / Colour || Combine H Reduce / Eﬂtarge‘

Store File

‘ I Check Modes

1 841 @ |2

High Speed Copy 594 mm (@) [
Auto Paper] o= e A O
_Full oloug seleet™ |0 I AlLd A1l I AZLE | Special Poper

Black & White

Text I Drawing

Text /Photo

Photo I Others
~7
<

Full Size | Auto Recuce / Enlarce

User Auto R/E‘ 1 OO O%

‘ Reduce / Enlarge

_)

M || Finishing ||Adjust Print Pusitinn” Edit / Colour H Combine

Store File

‘ | Check Modes.

High Speed Copy 1 841mm @ (2 S5S%4mm |G (LB
Auto Paper co 0 AO
Il ety o IE | AlLd ATl | AZLZ | Special Paper
Black & Wwhite
Select item. Cancel oK
Text i Drawing a
‘ MNurnber key | Size Masnification H Dir. Size Mag. rm H Direct. Maa. %
Text /Photo | i b =
+ -+ . 141 4% || 200.0% || 282.8% || 400.0%
broto_] Otrers Tow 0w || A || aea |l || seea
u ™ _).~ T —— 75.0% |[ 3.4 [ 50,08 | 70.74
i e I T0.7% || 141.4% || 200.0% || sosaq [| al7ad || a2zad || a3zad
(8] Special Original Finishing Adiust Print Position | Edit / Colour Combine Reduce / Enlarge




. STORING ADOCUMENT

Copier

Store File

Check Modes |

Choose any

1

High Speed Copy B41mm (@ |2 S%4mm (@) (LNl
= Auto Paper| m—ws - AO
S ettl n g S . Full Colour Selecth 200 | ] P I =g B

Black & White

Text I Drawing

Then select

Text / Photo
s | Full Size

#uto Reduce / Enlarge

Photo | Others

[ :

‘Store File’

User Auto RIE‘ '] O 0 . O%

Store File

Select ‘File
Name’

User Narme

Set itemis) to store a file.

COPYQ001

Store File

Check Modes

File Narne Password

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 hame

Enter File Name, then press [OKI.
COPY000T

Select ‘Delete
All’

El G

Space

]

T I = ]

EEE
IR I ) e

r 1
M:Delete All

S R
N I I [ 2
' N | Y

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




. STORING ADOCUMENT

Copier

File Narne [ omeel ][]
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 IE N N N Y Y
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
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. RETRIEVING DOCUMENTS -

Document
Server

A Document Server

e files can be printed continuously.

Tove | UserMame | FileName | Date |Pase| Order|

Thambnails
E e COPYO00] BMa.| 1 1]

Select the file
you wish to
print

9097

Memary:

Details

List

Preview

Change File Info.
| Deletefile |
Print Specified Page |

——

[ ]

Use the number

keys to change

quantity. (Prints

one copy by de-

fault). Press the

‘Start’ button to
print




. PRINT SETTINGS OVERVIEW

r Y
= RICOH MP CW2200 PS Printing Preferences ﬁ
One Click Presets | Detaled Settings | Configuration/About |
I One Click Preset List: | Macage Eresetishs ]
Current Setting
Basic Setting Black & White Drawing Color Drawing
' | 9 [ ;il
Basic Setting] Poster (Photo) Image/GIS
Document Size: .
A1 (594 x 841 mm) dob Type:
Print On: {Normal Print '] B> [ Detais...
Same as Original Size — <
Document Size: Paper Input Location:
] |
| (A1 (594 x 841 mm) - [Auto Select Paper Input -
Orientation: Paper Type:
[ settings summary (] Portrait v|  |Plein &Recyced -
Color/ Black and White: Copies:(1 to 999)
€| Regster Current Settings [,‘.Color vl 1 =

[Drawing ]

Uses the 'Speed’ print quality setting for faster printing at reduced
resolution (600X300 dpi)

[Poster ]

Uses the ‘Quality’ print quality setting (1200X1200 dpi) but
increases print time

[Image ]

Uses the 'Standard’ print quality setting (600X600 dpi)

[Paper Input Location |

Choose which paper roll to print onto if more than one paper roll
is loaded

Printer



. CREATING ONE-CLICK PRESETS

Printer
0 If you change any o ey (e v | .
settings, an - S
. . r e N/
‘Unregistered’ icon W= V=
will appear in the
. . iter (Photo) Image/GIS i Unregistered
presets field. This | |
[ype: ;
means you can = o /
save those _ _
. ment Size: gaper Input Location:
settings as a one- 534 x 841mm) v|  [auto Select Paper Input -]
click preset. Haon: Eaper Type:
Same as Original Size ——————
9 First, choose any Document Size
settings you wish @
Orientation:
to use. To save ' R 5 =
I LS [(Eporwat
0s€ :s,e |rlgs, r Color/ Black an
select ‘Register [ Regiter Current Settings... |‘—:* Calor
Current Settings’

9 Type in a hame

and then select [ Register Current Settings 2= One Chck Preset TS [EA=)
‘OK’. Your one- o
click preset has Conmen:
now been saved —
and added to your e ) o fjcand ) [Lteb ]

icon list L 0 —



. LOCKED PRINT

IMI
]

At the PC

select ‘File’,
‘Print’ and

then ‘Print

Properties’

Under Job
Type select
‘Locked Print’
from the drop
down box, and
then select
‘Details’

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

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

R T T —_—_—_—

Printer

Home Insert Page Design Mailings Review View' PDF Architect
H Save
Print
[Lg, Save As
= Copies of print job: 1 1=
5 Open
- op Print
_j Close
Printer
Info
, 7 Ricoh MPC3503 PCL G
Recent = Ready F
Printer Properties
| |
Job Type: [
@ [ormal print o || [ peis. |
i |
r £ Tray e 7
I T2y Select =]
i | 4
okl Pririt /) ir Type:
SN &Recyded -v‘
Store and Print
Dacument Server =si{1 to 935)
1 =
l OK J | Cancel ] I Help
Job Type Details ‘ @M

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

s
Create Own ID - Nick

sssssss

Lo

Cancel | [ Help |
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Printer

‘j Printer

1841 mm (@ | 2594 mm | @)

At the MFD, =T A3

‘Printer’ and [ Aues | |rwe e FomFoed

‘Print Jobs’ T

Hald Print Job

Stored Print Job | Error Log .

e | 5 Printer

Select your g Zesmg) LD
. ~__H#JbR
User ID (In L st N\ ikt i 0b Reset

3

Special Paper

i h-_Se_lect_E_Tm— . e (I Job Operation
this example [ muas ([ wio | s | | fomFe
| Locked Print kb /

1 A ) e ]
NICk _. 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’. T —

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




. SCAN TO EMAIL I
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Scanner

! Stora Fi

le |||} S<anned Files Statis || | Chedk Modss

Select your —= =y
) . | EP‘rg.[}est_._'i
destination i | . o, ool oot | e e | & |
box m‘ {-m,mlﬁlcﬂI!ux||ms||wonaswnmlmlkmwl
Oriainal Feed Type (ElcE \
| Sered File Type / Mame

9 If no other

settings are
required,
press ‘Start’




StorsFile | Scarned Files Statis | | Check Motks

o press the Start key,

To save an

E=rmail Addrocs: :

o Pra. Dest.|
email address = ol . [ = |
;,EF [ o ro [ o [ oen [ st [ o | %2 [[che titg]

as a shortcut,
select ‘Manual
Entry’

Sere File Tyme / N ]

st s || Tot ]

E-rratil Address [ Cancal ] [ & |
Enter E-mail address, then press [OK], /
testlricoh,co.k e €~ | == _Eai;sna:qém

Use the key- 7
board to type [ Y I R
o [l o flefl e Jlelloflof iffoflefef ]

n the email 8 S
address, then ,
Se|eCt ‘OK, Shit Lock || snift | Soace |

* v

¢ I EN A

Iy | I
| Text Entry || ser Text |

'~ = Scanner Store File ||| Scanned Files Status | Check Modes
A o ar ] | i Mberre v
T o rE———

Select e e
‘Prog Dest’ _—

s fod | f o

S File Tyve / e |

Select Stered File k _l| 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 “ CK. ] E

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

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.

] —
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 | | oo

Pialect Title

Jl
———
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 (e [

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 | < [

I E N R E R T

Send File Tope / Nore

e 1 oo | oo | o]

Select Stored File |

[ 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 |

[r—

[Freamt]_1 ] & ] & ] ot | UK JLUN | |Po [(RST] ow| [ o0z [lowes v

i 1 Or ]

d test —
(Original Feed T\fpeé].m]

Send File Type / Kame J ——
T W T T

ko



. SCAN TO FOLDER

Scanner

[ StoreFile || [[Scamed Files Stats | | Greck

Select the
‘Folder’ tab

E-rrail Address:
" | Toow— {Pro. Dest,|
8 | Reg. No, [Manal Entrf| Recent | el e J[ 8 |

[Mﬂ"m J oo [ e | et o J o | ceo | ot | v | vz | cone i

e File Tope / e
Select Stored File.

| e | bt W searivy W Senetame | Receot. Notice |

LSt el ] Sored blles Serte | IBEIDEAEES

N F-

| E-mail
¥ Folder Dest.: 0

Select the
[Pra. Dest |
FOlder sl | Rea. Mo, [Penel i Recent |
_ _ "0 | &5 | G4 | 1 [ b [ 000 | RST | w [ 307 [[chree Tt
destination e i

- : | o J
you require Tm.wm_]_‘

Sed Original 95
Orlainal Feed Type (1D

Select Stored FJ[E‘___l.

If no other
settings are
required,
press ‘Start’




. 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

Sat onaral and specity aestination.
Send File Tyoe / Name
Select item.
Single Page Multi-page
PFile Tyee
TIFF | FOF | FOF/A
P-ICF File Settim
‘:e-rurtf Settings | Diigital Sionature
f'—

File Neme _ Pt o, 0001

File Narna

| Enter File Name, then press (CK.

_ <]
1] i u_s L

ENEREY ENEY

r|ti i
L

;lwfns G ]
4 2 30 (3 i e
Shiftlock || snift | | Space R 15 ] | = s

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

q|'T' o
D

a
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