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If you wish to setup user codes to restrict copying only on your MFD, follow steps
1&2. If you wish to restrict printing also, follow the steps in the sections
highlighted in light grey.

Note, that you will need to enter the user codes in your printer driver to print.

Please be aware that secure print is a separate feature called ‘Locked Print’ and
has no link to user codes whatsoever.

STEP 1: Programming User Codes (COPIER)..................... Page 3

Explains how to add user code accounts to the device address book to
restrict individual access to the copier function. This includes naming the
account, adding a code and choosing whether users have access to colour.

Only if you wish to restrict printing. (Otherwise, go to step 2.)

Programming User Codes (PRINTER)..........ccoovviiiiiiiciiinnnennn. Page 6
Details how to add printing to a user code account.

Adding a User Code into the Printer Driver........................ Page 7

Shows how to add a user code into printing preferences as a default
setting to enable monitoring of printing.

STEP 2: Activating User Codes (COPIER).........ccoocvviinnnn, Page 10

Explains how to turn on the user code login prompt to require users to login
before they can use the copier function.

Only if you wish to restrict printing.

Activating User Codes (PRINTER)........ccooiiiiiiiiiii e, Page 13
Shows how to add a user code into printing preferences as a de

Printing Counter ReadingS........cooov i e, Page 14

Shows how to print counter readings to give an accurate breakdown of
copy/print/scan/fax usage for each individual code.

TroublesShOOtiNg ..o Page 16
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Press the

[User Tools]
button

Select
‘Address
Book
Management’

Select ‘New
Program’

&> User Tools / Counter / Enquiry

ra | _
- Cooier / Document Server ;
9 Features ‘ ‘ g TR |
“ @ Mtess&wkbtrgmt‘ D Facsimile Features ‘ ‘ m Enauiry |
e ‘0 Frinter Features ‘
Scarner Features ‘

e Extended Feature Settings ‘ ‘ }9

Maintenance |

123)

Counter

Address Book Manasement

Press [Mew Prooram] to add new or select from List helow to edit. Selection can be made with the Number kevs.

| Program / Change H Delete

Proora 1
E _ | Search || New Program ||
All Users

Switch Title

]
J
|
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Select
‘Change’. Use
the keypad to
enter a name

for the user
and then
select ‘OK’

Select
‘Auth. Info’

Enter a
number for
your user

code and then
press ‘#

Proaram / Change Address Book ‘ Cancel ] [ CK I

‘ Marmes H Auth. Info H Protection H Fax Dest. H E-mail H Folder H Add to Group |

b Narne w e
Co= |

Py Display M /4 P Registration No. 00024
Com [omn |
PSelect Title

e (2 I I I I e
ez fimmeml_ 2 5|5 e ] vl e ] )

Title 3 | Freauent H 1 " Z H 3 ” 4 H 5 |

Program / Ch s— | Cencel Ok

| Names ]‘ Auth. Info ‘[ Protection || Fax Dest. H E-mail H Folder ||AddtoGroup‘

P caclN

Wy Display P Registration Mo. 00024
o | Cowm ]
PSelect Title

e ] @ [ JLon o oo J o o o
fte2 e+ J_e s o s s | o |s o]

Title 3 Frewert v | 2z 3 |+ s |

Pragram / Change Address Book ‘ Cancel Ok
‘ Names. H Auth. Info H Protection || Fax Dest. H E-mail H Folder Add to Group

PUser Code 1111— Clear ]@

PSMITP Authentication | Specify Other Auth. Info | ‘ Do not Specify ‘

175

¥ e |
012
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Select ‘Next’
until page 4/5

e To allow full

access to the

copier, select
‘Full Colour/Two
Colour/Single Col-
our/Black&White’.

OPTIONAL

Select ‘Black & White
Only’ for users with no
colour privileges.

9 Go to next

page to allow
printing

OR

Select ‘OK’ to
finish

Program / Change Address Book Cancel K

Names || Auth. lnfo Protection FaxDest. || E-mail | Folder Aﬁjmmm|

s Coe e | @)

PSMITP Authentication Specify Other Auth, Info Do not Specify |

Program / Change Address Book [ Comcel & ]%
Narmes Auth. lnfo || Protection || FaxDest. || E-mal || Foldr || AditoGaw| |

PAvailable Funct
Copier | Full Colour / Two-colour / Single Colour / Black & White

Single Colour / Black & White

Black & White Only | Hoe

PColour Cooy Mode Limitaticn N
Eilit to Auto Colour Selection| | Full Colowr / Auto Colowr Selection %

Program / Change Address Book Cancel I 2.4

MNames [ Auth, Info Protection | Fae Dest. | E-mail | Foldar o — ’
P Available Functions
Copier [ Full Golour / Tworcolour / Single Colour / Black & White

Tworcolowr / Single Colowr / Black & White |

Single Colour / Black & White |

Black & White Only hone |

475
P Colour Copy Mode Limitation R o
‘[i'ni‘t to Auto Colour Selection| | Full Colow / Auto Colour Selection )
V¥ Naxt
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If only restricting copying, please skip to page 10

To allow
printing,

Select

‘Next’

Select
‘Colour/Black
& White’

Select ‘OK’ to
finish.

PColour Copy Made Limitation

i'mi! 1o Auto Colour Selection| | Full Colour / Auto Colour Selection

Nernes Auth. Info || Protection || FaxDest. || E-mail || Folder

Prooram / Chenge Address Book Cancel o,
Nermes Auth. Info || Protection || FaxDest. || E-mail || Folder || AddtoGaw |
PAailable Functions
Copier [ Full Coleur / Two-colour / Single Colour / Black & White
Two-colour / Single Colour / Black & White I
Single Colour / Bladk & White |
Black & White Only | None: ] i

:
Program / Chenge Address Book Cancel I Ok I .
-

| Add to Grae

PAvailable Function:

Printes Color / Bk & it | | | [Black & white | None

Other Functions Document Server | Facsimile | Scaner

Browser

Mermes Auth. Info Protection || FaxDest. | E-mail ||  Folder

Prooram / (hange Address Book Cancel

[ [Py

P Available Functions

Printer Colour / Black & White Bladk & White one:

Other Functions Docurment Server Facsimile Scarner

Browser
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If only restricting copying, please skip to page 10

CIICk on the &l Programs
start menu
button.
Select |£Iﬂ Microsobt Ward 2010 '
1 0 Deices ard Prmters
De_VI ces & . Adobe Fremieee Pro 055 B - —
Prl nters’ Lard sl r'rl,l-l}l.]lrl'.

u Adabe Reader X » . :
Help and Suppest

; & T
Printing preferenoes

You will see a

c o Create shoriout

list of printers.

o . Troublechoot

Right click on Reamove device
the RlCOh MFD o ’ Propeties
Select ‘Printing — ﬁb‘ Wy

Preferences’ o -

Redditch RICOH MP £5503 Send To LRLGNTLPSLMNY
PCLA Oneblote 2010 on
LKL
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If only restricting copying, please skip to page 10

Select
‘Detailed
Settings’

Then
‘Job Setup’

Enter your
user code into
the ‘User
Code’ field

RICOH MP C5503 PCL 6 Printing Preferences

bre Click Preset ||| Detailed Settings | | onfiguration/about

/
One Click Preset List:
Current Setting
= 3
Basic Setting
4

Classification Code:

Basic Setting

bcument Size:

4 (210 x 297 mm)
int On:

fame as Original Size

Settings Summary ]

OH MP C5503 PCL 6 Printing Preferences L
Click Presets | Detailed Settings | Configuration/About |
Current Setting
L}
Pape
m
= -
q Orientation:
| (5] Porwait -
[T} Rotate by 180 Degrees
Job Setup Restol
4 Job Type:
© Normal Print ] > D

(Up to 32 alphanumeric characters [a-z,A-Z,0-9,"-7)
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If only restricting copying, please skip to page 10

Select ‘Apply’

Then ‘OK’.

The user code will
now be set as
default in your
printer driver.
Whenever you

print, the number
of pages, and

whether it’s col-

our/mono, will be
recorded under

your user code.

Page 9

0D 10 & Oigits)
1111
o) [ ool (| [ 200 )
[0p 10 G aigits)
1111
Lok || cancel ][ Apply
Classification Code:
{(Up to 32 alphanumeric characters [a-z,A-
User Code:
(Up to 8 digits)
1111
=
@ enocato
|
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Press the

[User Tools]
button

Select
‘System
Settings’

Select
‘Administrator
Tools’

“ ¢ System Settings ‘ @ Coper ;Featue-st Server ‘ | E’ Frangais |
o |

_[_,C'f.____,_.___,_______,r‘b Facsimile Features ‘ I m Enauiry |
‘ Tray Paser Settings ‘ () Printer Features ‘
‘ ‘@ Edit Home ‘ @ Scarner Features. ‘

e Extended Feature Settings ‘ ‘ }9 Maintenance |
Counter

E! System Settings

e ———
General || Tray Pecer Tirner Intefane ‘ file |\ | Adviistrater
Features Setting Settings Settings Transf Tools

| Program / Creno / Delete User Text I Print mm— — I
| Panel Key Sound s A ;oo |
e NN oo [
| Coor Count Disslay [T | Ovtout: Docuent Server [ EREUSEI
| rtarl 21|
| rterl 21|
| st

Function Priority _ { Output: Facsimile

Function Key Allocation | | Output: Printer

Sareen Colour Setton [ATRERSR | Key Repeat

1.2 W Next
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e £ System Settings
General Tray Paper Timer Interface File Administrator
Features Settinas Settings Settings Transfer Tools

Address Book Management

Address Book: Program / Change / Delete Group

| |

l ‘ Auto Delete User in Address Book
Sel eCt ¢ Next, l Address Book: Change Order J

| |

| |

l

\

Delete All Data in Address Book

Print Address Book: Destination List

Address Book: Edit Title

Address Book: Switch Title

Backup/Restore: User Custom Settings & Address Book ‘

Display / Print Counter l
Display / Clear Eco-friendly Counter |
[,

l
l
l
l Display / Clear / Print Counter per User
l
l

Display / Clear Eco-friendly Counte’

1/5 %VNext

e KX System Settings
General Tray Paper Timer Interface File Administrator
Features Settings Settings Settings Transfer Tools

| Eco—friendly Counter Period / Administrator Message | ‘ Enhanced Authentication Management

Select
‘User
Authentication
Management’ [|

|Machine action when limit is reached PIGEIRe pidlg 1=AI=:)

Administrator Authentication Managerment

‘ Key Counter Management

User Authentication Management Extended Security

- ] Enhanced External Charge Unit Management

-’y 2./5 ¥ fext

6

User Authentication Management Cancel 5.4 I

s | 0N Mithod, then press [OK].

S el ect ‘User [ User Code mrh.]_} Basic Auth. | Windows Auth. ][ L0AP Auth. | ltestion 5. [ 08|
Code Auth.’
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18

O

Select ‘Next’
until page 2/3

To restrict all
access to the copier,
select ‘Restrict All
(B&WY/Single Colour/
Two-Colour/Full
Colour)’

OPTIONAL

Select ‘Full Colour’ to
only restrict colour

copying.

Go to next
page to restrict
printing

OR

Select ‘OK’ to
finish

User Authentication Management Cancel || K

Select an authentication method, then press [OK).

User Code Auth. || Basic Auth. Windows Auth. LDAP Auth. | tegration . Auth.| Off

DFrinter Job Authentication

_—

¥ Next

User Authentication Maragement

Cancel I oK |

User Code Auth. Basic Auth. Windows Auth. LDAP Auth. | [Integration Swr. Auth. Off

PFunctions to Rest I
Copier | Restrict All B & W / Single Colour / Tworcolour / Full Colour)

Select an authentication method, then press [OK),

Tworcolour / Full Colour

Full Colour

= A FPrevos
Do not Restrict —

¥ Next

———
User Authentication Management Cancel ‘ | CK I %
Select an authentication method, then press [CK],
Lser Code Auth. Basic Auth. Windows Auth. | LDAP Auth. Integration Sr. Aﬂh,| Off
PFunctions to Restrict
Copier [ Restrict AlL (B & W / Single Colour / Tworcolour / Full Colour)
Single Colour / Tworcolour / Full Colour |
Two-colour / Full Colour |
Full Colowr | ke
A Frevios
[ ot Restrict |
¥ et
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If only restricting copying, please skip this section

To restrict
printing,
select
‘Next’ until
page 3/3

Select
‘Black &
White/Colour’

OPTIONAL

Select ‘Colour’ to only
restrict colour
printing.

Select ‘OK’ to
finish.

][ o

User Code Auth. || Basic Auth, Windows Auth, LDAP Auth. | Intesration S Auth.| Off

Copier | Restrict All B & W / Single Colour / Tworcolour / Full Colour)

Single Colour / Twocolour / Full Colour

Full Colour

J
Tworcolour / Full Colour |
|
|

Do not Restrict

=

User Authentication Managament Cancel I oK I

Select an authentication method, then press [CK].

User Code Auth. | Bacic Ath 1| Windoue At || (DAP Auth. | linteration Sir. Auth. Off

-

Printer Elack & White / Colow Colour [ PC Control

Other Functions Document Server Facsimile [ Scarner
Browser .
3
A Precos

——
User Authentication Management Cancel ] oK I [

Solect an authentication method, then press [OK].

Lker Code Auth, Basic Auth, ‘Windows Auth, || LDAP Auth, Integration Ser. Aur!l,! Off

Printer Black & White / Colour Colour PC Control ]

Do not Restrict

Other Functions Docurment Server Facsimile Scanner |

Browser

A Frevios
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Press the

[User Tools]
button

Select
‘System
Settings’

Select
‘Administrator
Tools’

“ ¢ System Settings ‘ @ Coper ;Featue-st Server ‘ | E’ Frangais |
o |

_[_,C'f.____,_.___,_______,r‘b Facsimile Features ‘ I m Enauiry |
‘ Tray Paser Settings ‘ () Printer Features ‘
‘ ‘@ Edit Home ‘ @ Scarner Features. ‘

e Extended Feature Settings ‘ ‘ }9 Maintenance |
Counter

E! System Settings

e ———
General || Tray Pecer Tirner Intefane ‘ file |\ | Adviistrater
Features Setting Settings Settings Transf Tools

| Program / Creno / Delete User Text I Print mm— — I
| Panel Key Sound s A ;oo |
e NN oo [
| Coor Count Disslay [T | Ovtout: Docuent Server [ EREUSEI
| rtarl 21|
| rterl 21|
| st

Function Priority _ { Output: Facsimile

Function Key Allocation | | Output: Printer

Sareen Colour Setton [ATRERSR | Key Repeat

1.2 W Next
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Printing Counter Readings : :
imagine. change.

e £ System Settings
General Tray Paper Timer Interface File Administrator
Features Settinas Settings Settings Transfer Tools

Select |
‘Display/ |
Clear/Print ‘l s Book Cenge Order
|
|
|

Address Book Management

Auto Delete User in Address Book

l
l Delete All Data in Address Book I

Address Book: Program / Change / Delete Group ‘

Print Address Book: Destination List
C 0 U n ter p er Address Book: Edit Title [[ Display / Clear / Print Counter per User l]
U S er J Address Book: Switch Title -
Backup/Restore: User Custom Settings & Address Book ‘ l Display / Clear Eco-friendly Counter per User |

1/5 ¥ Next

Display / Clear / Print Counter per User Programmed Uker(s): 18 Exit

Copler \ Priniter Facsimile Scamer
= S —————
S e I e C t Selact ALL on the Page | Select usens) first, then select a function. Al Users

. . Full Colour  Black & White  Single Color  Tworcolowr Print Counter List
Print Counter o] o] o] A

List’ to print o] o] o] e
out a list oo ) S —

6

Diselay / Clear / Print Counter per User Programmed User(s): 18 Exit

Gosier N\ pinter N[ Facsmile \[  Scamer \[ PrintVolume Use\

OPTIONAL

Select ALL on the Page | Select user(s) first. then select a function. AL Users.

Full Color  Black & White  Single Color  Tworcolour  [pepessmmmms J

Select ‘Clear’ I I
o reset iz | ) ] /

counters back oY NG ) —

to zero. s I I
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Why can’t | see the user codes when | go into the Address Book?

Administrator login may have been activated. Press the [<>/123] button. There
will be a ‘Login’ option at the top left of the screen for you to select. The standard
login details are Username: 'admin’. With no password. Once you have entered
these details, carry on as normal. Don’t forget to ‘Logout’ when you are finished.

Why can’t | use the ‘Full Colour’ option on the MFD?

‘Limit to Auto Colour’ is selected (see Page 5, step 8). Using ‘Auto Select’ on the
screen will still allow colour copying. This mode automatically uses Black toner
when it registers a black and white page.

How do | set up a Black & White Only code?
Use the ‘Black & White Only’ option (see Page 5, step 8).

How do | allow access to black & white copying, but require a user code for
colour?

Use the ‘Full Colour’ option in the authentication settings (See Page 12, step 8).
A user code that | have registered is not working.

Check the available functions for that code. (See Page 5, step 8). Check that the
‘# key has been pressed. (see Page 4, step 6). If it hasn’t there will be no user
code showing in the account.

It was working, but now my print jobs have stopped printing from the MFD!

Check the code is still in the printer driver settings. Your IT provider may not
allow you to set your own printing defaults. You will have to type this in each time
you print. (see Printer Driver editor tool section)

Printer Driver Editor Tool.

Enables IT support to customise the Printer Driver. A user code ‘pop-up’ field can be enabled to appear
when a user prints, prompting them to enter their user code each time.

http://support.ricoh.com/htm| gen/util/PDE/PDE.html

Web Image Monitor

Enter the IP address of the device in internet explorer to access the Address Book remotely and view and
amend your user codes.

Englsh[z] [Switch] [QRefresh (Z)

/i »| | mDevice Name 1 RICOH MP C3503 ® Comment :
| 1 Statusiinformation
: W Host Name : RNPODZE7I6EE519

! &
[E] prct sobstored rie  +

[ | Reset the Machine
| Convarsent Links v
— 1 Device Home Management
| sereen Monitenn 9

©
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