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1. Display panel

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

Press to clear the current settings.

3. [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.

4. [Interrupt] key

Press to pause an ongoing copy job and start a new copy job. Deselect to continue previous job.
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5. Main power indicator
The main power indicator goes on when you turn on the main power switch.
6. [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.

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

9. [Paper Setting] key

Specify settings for the paper tray.

10. [Counter] key

Press to check or print the counter readings.
11. [Language] key

Press to change the language of the display.
12. [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.

13. [ #] key (Enter key)

Press to confirm values entered or items specified.

14. [Start] key

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

15. [Sample Copy] key

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

Press to stop a job in progress, such as copying, scanning or printing.

17. [Clear] key

Press to delete a number entered.
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18. Number keys
Use to enter the numbers for copies and data for the selected function.
19. Function keys

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

20. Data In indicator (printer mode)
Flashes when the machine is receiving print jobs from a computer.
21. [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.

22. [Home] key

Press to display the [Home] screen.

23. Media access lamp

Lights up when a memory storage device is inserted in the media slot.
24. Media slots

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

Use the icons on the display @ @ O
panel to access Coplgr / Q0 e
Document Server / Printer / s

Scanner functions.
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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.

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 ‘Sample Copy’
to produce a proof
(single) set.

To stop a job,
press ‘Stop’.

Press the ‘Start’ button
to begin copying/
scanning.
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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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. . ! Full Size | Auto Redce / Enlaroe A i;tii
different size, L e

Text / Photo |

select the | Othes
(9 || @)

‘Reduce/ I
y ; igirl | Finishirg ||Cnver.l’51rp Shee‘tl Edit / Color |J' Dup. /Combiine/Series | | Reduce / Entares
ENETEE i1, I .

J 0f2 U o
SRA3

Auto Color Select

k@
Bypass

i 1
Selectb' A4

B - o0% |

-'Q " Create Margin

'z 'z

ID Card Copy ‘

‘ Store File J | Check Modes

Auto Colour Select - 1edzu= e
uto Paper
Full Colour Selacth A4 | SRAT | Bwass

—
Black & ‘white

a Select HEM. Cancel ok

he ‘-/+ ===
U S e t e Text Moty -t MNurnber keys | Size Maqniﬁcatiorjﬂ” Dir. Size Mag. mmﬂH Direct. Maa. %|

adjuster fo set Others I ST (O vt | | |
—— 4845 45+

- Sz 0% |[e5% |[71% || 75% ([ 22% | 93%

a percentage. [ || W0 |77 500|550 o | )

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




G

. 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.

User Name

7

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.

== _____ el S
Select ‘Delete EDEDDDON DN D
All N B S S S Y R R
I e
L E C ]

Ere ] [ e ] ]

| TORER] | ol Enry || Uses Text |
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. STORING ADOCUMENT

[ElER%:  Copier
File Narne (el ][]
Enter File Mame, then press [OK]. i
Use the key- O < || [ses|een]
By S L L o e T e
the name of L el e e e S D ]
€ name o e e eI e s e ]
the document, N I S A e e
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

List 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
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. LOCKED PRINT G
Printer

0 At the PC T T
[_re |

Home Insert Page Design Mailings Review View' PDF Architect

select File, [ s .

. [E] save As \.f;jp
Prl nt an d Ao i Copies of print job: 1 =
[ Open

Print R

Print

Printer

J Ricoh MPC3503 PCL &

Properties recent 2 e .

Printer Properties

9 Under Job —

Type Select 2on 1 (2 sided)

. , Job Type: r
‘Locked Print & ol ot T (.
|l s o et s Traye :)
from the drop _kTraySeIect 'l

down box, and = o =

Store and Print
es:{1 to 999)

Document Server

then 1

[ oK J | Cancel I | Help
-Job Type Details ‘ @Jg-
Create your own -
Enter User ID:
User ID: {Up to 8 alphanumeric [3-z,A-Z,0-9] characters)

‘User ID’. (e.g. rrra—
JSmith) (e

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

1234) o J[ el J[ v ]

4

Password: :
{4 to § digit numbers)
==




Printer

e 3 Printer

= I =

At the MFD, A4 A4 | A4 | A3 |uo :

; e i i, ——__§ Job Reset

Select ' Jeb List J Print dobe N\ || Lrint frm oy Storae Device ; |
‘Printer’ and L JIrwe s FatFead

‘Print Jobs’ Seeiat bt

Hald Print Job

Stored Print Job | Error Log .

e ) Printer

Select your v v v b |
| Job Reset

User ID (ln ' b List N N\ it fom emry S i B

3

i h-_Se_lact_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. Jobes: User 1D Exit

Salect jobds).

Select the job e __Drta li_Fiotire st 1

[ S8 Nik 28 Me. 16:36 | Select Al kbs_|

(S) you W|Sh [ Cleamt |

to print and e
then select

‘Print’. —

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

Select ‘Print’ to
print your job(s)

Cancel | |Detailed Setting| |
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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

f

found here. . | potesPropeties

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 %) 4 -
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
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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. - |s%.Color

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) x| ©[autoTray sclect -
~aper Type:

I Color/ Black and White:

in &Recyded -

es:(1 to 999)

e =

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

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 Click Presets | Detailed Settings | Configuration/about |

Printer

One Click Preset List:

Current Setting

Basic Setting 2on

2[  ManagePresetlist..,

L1292,
B8 1 5ided Zon 1 (2sided) Black and it | lside: Baw 1 Sided
nnnnnnnnn
M (zw 297 mm) Job Type:

Dhomalpint " J)

Print On:
Same as Original Size

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

- [Plain &Recycled -

[ swesmer ] [

Color/ Black an

| Rregister Current Settings... ‘.‘. Black and White - 1

d White: Copies:(1 to 59)

2

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 Comment t
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’

= Email Addess 1 _
e e 0 1ok [pra. Dest

= | Rea. No. [l Entnf| Recent_| o] ce | e |

" iv| »f° o | eF b oe [ o | e | oeo | RsT | uve | 02 [{che it
K oooet)
test

| Oisiet e Type e _J'QS \

Serd Fils 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 |
o EF | 6 | i o [ oe | wsT | uw | 0z [[cheee Tite]

Sere File Tyme / N ]

st s || Tot ]

E-rratil Address [ Cancal ]| K|

P < | | [Eockseee |slete au
TR R N

}'|u|||n|r>|_.[|]|.\|

G G G e =]

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

shiftlock || snift | Soace |

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

/

o Lo e -
J J

¥ = W

Iy | I
| Text Entry || ser Text |

"., Scanner Store File ||| Scanned Files Status | Check Modes

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 Typein the

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

6

Select an
alphabet
button.

Program / Change: Address Book | Cancel ]| O ]

Mames | | Auth info || Protection | Fax Dest, | IW‘ | Folder /)
PE-mail Address restiricoh.co.uk [
Pz E-mail Address for E-mail f Interret Fix Destination [ Inkernet Faox Destination Only |
BSend via SMTP Server | On [ off 1

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

_—
Name | Concet || K |

Enter name. then press [CK]. /]

= ‘ 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

Phlame

Py Disolay tes P Registration o 00022

{M

e | o |

Pielect Title e m—————
Titte 1 [Freat] e | @ [ | e {1k ][ f[opo [[RST] uw_ |z |
Title 2 ]2 5 e 105 16\t 10 |
Title 3 feent] 1+ ] 2z | 5 [TE s |




. 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 ol ||

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 |
"]

- testlricoh.co.k 4
o s ] Pt | T [ o=

[ o [ & | o | ik ] om [ cpo [ st [ uw | %12 ficens e

e il e/ None_

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

—
J E-ma
Edit i- : E-mail Addess: 1
! | To:  test@ricoh.co.uk Pra. Dest

;\[ Folder  \

=1 | Rea. Mo | Merwsl fntrf| Recent_| — =\ | B |
Freaent | 48 || 0 | € [ on [ oo o] |lpn [LRST ] waf{] 02 ][chens it}
T : L
test /)
Original Feed T\fpeé]-ﬂ] VVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVV —=

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:
To \Pra. [}est_J

il No”\’m.nl[nmﬂ Rncmt! | To _|[ Cc 7.|. B |
[Freavent| 48 | o0 | £ | ot [ o Jomi | ceo | ot | vk | vz | cone e

Edit

e File Tope / e
| Select Stored File,_

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

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

Folder Dest.: 0

I P;g,' Dés!.: |

Send file Type £ Numl

Select Stored File___l':




. NAMING A FILE

0 -~ StoreFile ||| Scamed Files Statis | | CheckMadss
If you want to y e

name your
file, select
‘Send File ,
Type/Name’ T _I

Serd File Type / Nane |

Set original and specify destination.
e i

Select item.

Name’ [ Sweree | [

TIFF | [ eora

Select ‘File

P-ICF File Settim

‘:e-rurtr‘-e(nrgs || Digital Sionature
File Neme _ Pt o, 0001

Fils Nerne N
| Enter File Name, then press (K. ) J )

T

Type in the oL e s s L :_qJ ¢ |__‘
name of your _j V] T S LN | |
document and :

select ‘OK’

DB IJ
Shiftlock || snift | | Space R 15 ] | = s

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