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This guide is not intended to replace your users manual, features and options will vary by machine type, model and
finisher type installed. Docummmcimv
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Printing
How to Print Documents from vour PC
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Printing a Document

Print [ /==

Printsr
Name: 0 SP C420DN/CLP131DN/LP331en (XPS) E | Properties
Status: Ide f

Find Printer...
Type: RICOH Aficio SP C4200N (XPS) \ o Ponter.
Where: usBo02 [T Print to file
Comment: [} Manual duplex.
Page range Copies
@ al Number of copies: ] =
(") Current page Sele

[¥@] collate

(7) Pages: J
Enter page numbers and/or page ranges
separated by commas. For example, 1,3,5-12

B Zoom

Print what: |Document

Pages per sheat: 2

Pgint: |All pages in range E] ot 1pag 3
Scale to paper size: |No Scaling =]

| Options... | [ OK ] [ Cancel ]

Open your document to Print
Select [File>Print)

Select the Ricoh Print driver
Enter desired number of copiers
Press [OK]

€ RICOH Aficio MP 2550 PCL 6 Properties [2)%]
S-IﬁUD Paper | Print Quality | Valid Access | Watermarks |
[_ Job Type: Copies:
e E @ [Momal Print v [ $
o = ; Onertation:
M EE Portrait v [ Rotate by 180 degrees
Layout:
Class#fication Code: ~
R 1 Page per Sheet v @
Paper Size:
Letter (85" x11") —)
Input:
Auto Tray Select
:I?—n‘& Recycled v = Q) )
Settings
Load

Color/ Black and White:

c Colot v

[ About... ] [ Restore Defaults

(o ][ coce |[ Hew

To add any finishing options to the document
Press [Properties]
At [Duplex] Select [Top to Top] or [Top To Bottom]

To Staple: Open the Staple drop down
Select [Top], [Bottom], [Center] or [2 at Left]
Select [Hole Punch]

Select desired position

Press [OK] repeatedly to print




Additional Print Output Options

& RICOH Aficio MP C2550 PO 6 Propertios

Sep | Pager  Pret Qualy V.tiAr:\‘vn:wxml.\

Savgle Piwil
1 Lacked Frre

| Mol Part
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Sicead Pring [Shased)
| Stoee and Part
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Page: 50n
Loter [R5 117) ol &
rgns R| &
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arsrvle B "
Yol -
e =
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Load |
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’ Colot v

I il @ot 8

At ] [ Fastore Dalabs

| oK

|{ Cowed ][ Hep

]

" RICOH Aficio MP C2550 PCL 6 Properties

Selup | PR | Prird Qually | Vald Acosss | Walemarks

!L'ocumw See g(.,- Pért On
Lotter (35 ¢ 11%) v ——— Lot 35" % 1) v
C') i [CIF e Pt See
< f?- Seleclin = Covm /P ages Swhecton
‘J Freew and Back Covers e
> ach Cove
s Dibyes P
& Ouwpd Tuay Dltinput Tray
@ Perter Delock v/ [Trag 1 v
Piirt Mode on Cover Sheet
O Leave Blark

(@) O Side

[ Custcen Pae: Szm [ Retiwensar: |

[Cok_J[ caea [ hoo |

Besides printing a job directly to the copier, here are additional feature functionality from your desktop:-

Locked Print: Temporarily holds print jobs in the memory until a valid password is entered at the control panel. Files are

automatically deleted from the system HDD after printing.

Hold Print: Temporarily holds multiple print files in the memory until selected. Does not require the user to enter a password.

Sample Print: Outputs the first set of a multiple-set print job so that output settings can be checked for accuracy prior to printing the

entire job.

Stored Print/Store and Print: Identical in functionality to Hold Print, except files are not immediately deleted after printing. Store and
Print enables users to print files immediately while simultaneously storing data. 4-8 digit password is optional.

Document Server: Sends files directly to the document server for storage and printing at a later date.




Printer Properties
Job Type

& Sales_MPC4500 on phx99-nts-21 Propertics

Sotup | Paper | Print Quakly | Vakd Access | Watemnasks |

2

E ‘J)[Notmd?fri :] I‘ H
Detatr. | |
Omantabor:
(a1 @ |Portra =] I Roted
Paper 5 - E 1P Sheat w| DI Dy
- =T By
[ | e
é;:zhaySdeu _"‘J ORighe, then Dowe =
Outpast Duplex:
Printes Dofadt =l B [0" ﬂyr NoriF
| Seltings & i
Save... I 8§ ¥ Igrote Apphcation Collse
ol Staghs Punch
—’, | E [on | [E] jou X
Coloe/ Black and Whae:
®e =
About. | Restore Delads I
0K | Caced | Heo |

Locked Print: Temporarily holds print jobs in the memory until a valid password is entered at the control
panel. Files are automatically deleted from the system HDD after printing.

Hold Print: Temporarily holds multiple print files in the memory until selected. Does not require the user to

enter a password.

Sample Print: Outputs the first set of a multiple-set print job so that output settings can be checked for

accuracy prior to printing the entire job.

Stored Print/Store and Print: Identical in functionality to Hold Print, except files are not immediately deleted
after printing. Store and Print enables users to print files immediately while simultaneously storing data. 4-8

digit password is optional.

Document Server: Sends files directly to the document server for storage and printing at a later date.

¢ 5 4500 oot 21 roperties 2%
Setup | Paper | Priot Qualty | Vad Access | Waremaks |
@ -
Paper Sge - E
Letter (85" x 11") :
Irput = Fape Order
buko Tiay St LI QO [Figh, then Dowm =]
Oultput Duplex
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Job Type:
@ B[ Locked Prre x]

OK | Cancel | Help |
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Printing To

Open your document to Print
Select [File>Print]

Select the Ricoh Print driver
Press [Properties]

At [Job Type] open the drop down window
and choose [Document Server]

Press [OK]
Press [Details]
Enter user Information:

Document Server

%" RICOH Aficio MP C2550 PCL 6 Properties

Setup |F'a|:|er Print Quality Valm

Job Type:

e

Mormal Print

Sample Print
Locked Print

Hold Print

Stared Print

Stored Frint [Shared]

BN Stare and Print
Classification Code: =l Store and Print [Shared)
= ocument Server
Faper Size:
Letter (85"« 11"
Input; 8 |E| @
Auto Tray Select
Plain & Recycled Z Duples:
Ml ke ke —
Settings | oif b |®

Save...

Ignore Application Collate

. . teetl ¢ Staple: Punch:
User ID (if applicable) or leave blank [&] |Sff v [r] ®lon 3
. Color/ Black and W hite:
File Name <
Password (if applicable)
User Name About... ] [ Restore Defaults ]
Press [OK] repeatedly to print ot J [ cooa J [ e
— Job Type:
@ B Locked Prrt |
Detads... (]
— 21X
';i::i::j j B e
- ] C—
Save, 83 ¥ Igrone Applcation Colte.
—ee IR [ 3R] B gl =
q E:::EMMW: q c:::nmwma.v
Abo. | RestoeDelmas | About | Restore Defouts |
o] _oma | W | | Holp |




Retrieving Confidential Documents

At Copier Panel-

Press [Printer] key to access the
list of stored files from your
computer as listed on right:-

Print Jobs
Select job(s).
All Jobs User ID . 7Date / Time

(36 Trimborn Au. 21 02:30M | ==
| Jobs Per User ID '1® | Mitrione |Aug. 21 02:200M | we

(16 | Hnter |Aw. 21 02:19M | %

Completelist
B Mitrione 'Aua. 21 01:46PM | New
| Locked Print Job List | |
| [ | Mitriore |Aug, 21 01:43PM | Pr¢
|[® Sample Print Job List | | = =
[ | Trimborn Aua. 21 01:4%M | Bu
1 Hold Print Job List
) Stored Print kb List

| Details




Retrieving Confidential Document at Copier

Printer must be online to be
able to submit work via
desktop

N~ —
ECffline

Main Display

P-Paper Tray Status
T 212
A4 BS A3 A4

Job Reset

Print Jobs

Print Jobs

At Copier Panel

Press [Printer]

Press [Print Jobs]

Select the [Locked Print Job List]
Select the job you want to print
Press [Print] enter password press

Document will print and erase!

Print Jobs List

Select job(s).

hAu .Ihbs User ID

& 03

Select All Jobs

W“@H 002

Clear All

] l 16 001
Complete List

[8) Sample Print Job List
3 Stored Print Job List

Highlight
file and
select

print.

@ Enter the password with the Number keys,

then press [OK]. If you submitted
your print job via

the “locked Print”
feature, you will
now be prompted

for your password.

System Status Job List 16:2% w
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Booklet Printing — Large & Small

Open the document

Press File >print

Select the Ricoh Print Driver (PCL5e/PCL6)
Press Properties

At Page Set up Tab

Select Duplex>booklet

Select Staple>2 at center

Across from Duplex option select non reduction booklet>say ok to the message
At Paper Setup Tab

Select the tray that has the 11x17 paper
Press OK, Ok, Ok, to print

Place the 8 1/2x11 paper in one of the internal trays (copier cannot staple a booklet document in portrait mode)
Open the document

Press File >print 7
Select the Ricoh Print Driver (PCL5e/PCL6) = |
Press Properties |
At Page Set up Tab

Select Duplex>booklet

Select Staple>2 at center

At Paper Setup Tab

Select the tray that has the 8 1/2x11 paper to print the document.

Press OK, Ok, Ok, to print




Scanning Documents

U Tounter

— R R _ (lear Modes Interrupt e
(D 7] || oo

Energy Saver | (MDA

0000 ()

000....

it

Wy

) Docment Senver

1

— Login/Logout
: F
commu. 7. ax i e 9 9
nicating |
' \Priter |
Recelve Fle | | &

g

\
|| Scanner | £, Scanner '

ey o Display

@ @ o Start | Simplifed

Clear/Stop

From Copier Panel, Select Scanner — Place the documents to be scanned
in the Document Feeder or on the Platen Glass and Select the
appropriate options for your Documents where necessary.

i

®)0ther Function




Check file status.

Scanner Display Panel Options ——

Ieted line Dctration entr e terme it

S 1600 comm L0 MRS o |

W0 119 Blaris IFios Gl

in UH1E ERIS I 1 LS NGRS R

Select tabs to switch between nim o ““ s m
email and folder scan Vi mmee o -
destinations. b oo e i T
l Store File “| Stanned-Files Staty ” Check Modes |
|
t DA - - oo |
Set resolution, scan size & 2 Al Search Dest.§ Delvery Dest. \ 100%
scan type.
S Settias E-rnail \ [ Folder \
| sentpe \[ Resotin  \[  Sensie  \[| :
\Stzettaecckt;c;/”hly:er.ext\|s&w Toxt / Line ATt ||_B & W: Tt / Poto_| E-mail Addresg - |
Scan Settings | Aol
== | Reg. No,. IManuaL Entry For manual email entry | To || Cc || BN
[t o i uto Desity | > || [Freavent | 28 | co | eF | o | ik [ | opa | RsT | v | vz | crae Tite S
SRR | [Coooielass  [[Coooon] {00004 [00005] {00006 {00007} Program email destinations into
One or two sided oridinal EliEt Branch  ||BERLIN OFF ||LONDON OFF |NEW YORK O|TORONTO OF | PARIS OFFI| | 1,7 one touch buttons. Groups and
ne or two sidea original.  Originl. Fee Tyne (RIERD ICE ICE FFICE FICE CE / individual addresses can be
\ [QUITTE] [ono11] [ooon] [ooo09] [00013] [00015] programmed.
/»{ Send File Tyve / fame || |DETROIT FA(LOS ANGELE ||ABCD COMPA||SAN FRANCI ||Administra| TOKYO OFF1
Set file types between multi CTORY 5 FACT by 500 OF tor CE F hd
and single page PDF, TIFF
and JPEG* Select Stored File ‘ Text H Subject ‘ ‘ Security ‘ ‘ Sender Narne H Recept. Notice ‘
1

g JUN 2007

System Status Job List 16:37

Select file stored in the

Add email message.
document server. 9

Add security features to document
i.e. encryption & signature.

Set up notification when
your email is opened.

Add subject heading. Set sender from list of
registered users.

IKON Document Efficiency
At Work:

* JPEG scanning in single page mode only. e




Basic Scanning

1. At copier Screen Press [Scanner]

How to Scan

| UserTisConter Cleﬁm rogon et ([ (e ] [emmadies Stats] [ Ghockodes |
- - - P
Energy Saver r
(4 Copy i c e 9 O E-mail Adkess: 0
) st St e e
) eeewc TR T
(T e Copy
Commu- G / ‘ MW
nicating r_w | 999 @
| i L) lect Stored File, T soect N
e [ [& Scanner @99 Strt | Simplied — ‘mﬁvww
B | {&scamer | sppay
ClwIStop \
e . Semtoaer
Q M ;rll A[ef( g«lscvlvnnzm Efficiency l‘ D @ @ I:H]
| e —
2. Select [E-mail] or [Folder] Tab
3. Select destination [email address or folder location o )
4. Place Originals in Feeder or on Glass
5. Press [Start]

Scan Settings

E-rail Addess: 0
e

Reg. No,.,, M. Entry LT H Cc H Boc ‘ 5 it 7o) [T o w7 s v |

Scan Settings

[o00te]as  [Cooo03) [00004] T00005) L0006} 100007] ; =i,
Branch BERLIN OFF [[LONDON OFF | MEW YORK O TORONTO OF |PARIS OFFI 1/ [(Auto Color Setect |
Original Feed Type @fil ICE I(E FFICE FICE (£
- To000s] D] Lo00in} Ta0009) L0013} T00015]
DETROIT FA|(LOS ANGELE | ABCD COMPA | SAN FRANCI | Administral| TOKYO OFFI
CTORY S FACT W SCO OF tor (E v

IKON e
IGO0

B JUN

Select Stored File

(Note: Screenshots are provided for reference purposes only. Your display may vary depending on your operating system and device.)



Scanning Options for Documents

File Type and File Name
Scan Settings

.

Soloct Scan Tyve.

(Buack & White: Text] (BB Tost /e Art |8 & W Tt/ roto_ [tk & it oo | |-
G scale |

Theto] Full Color: Glossy Prato

et do ]

| Auto Coler Select |

RIGOX
RIGOH

Drop Out Color From Documents

Select Document Types

m=—— ]
Sran Settings

(rocout Colour Wk

elect the colar to e, J Scan Type \[ Resolution \[ Scan Size \T
B [ W | o | e Select Scan Tvpe.

Black & White: Text“B&W: Toct / Lie Art || B & W Tect/ Photo |

Wiclos Farvo to bam

oo | 0 a0 o8

‘FUH Colour: Test / PhnthFull Cilour: Glassy Phntn|

I o o Auto Colour Select

Preview scan before sending.

Praniow {Cancel Sendrg S0l

P Display File

i Switch

Colour Modz: Bk & White

P \sola Pesition

Check file status.

—
Scame Fles Stats | Bt
The cunent scarmed files stans is dislaved.
Dt / Time Lestiation Sendsr File tame Status
150n. 1620 B0 P LS ANGELES FAL ‘R‘eijru..l
034n. 0419 BParis Office Comeltd [ it
03n, 0413 EPARISOFFICE  « 1 LOS MGALES FAC Eme
034n. 0418 Dics=server LS ANGELES FAC Corpleed
0hn 0413 EPRISOFFIE  « 1 LS MEALES FAC Cacellof
0 4n. 0917 BuBerlin (ffice Corpleted
034n. 0907 EPARIS (FFICE TORINTD OFFICE Eme i
03, 0406 EBPARIS OFFICE LORDOH (FFICE Eme
03, 0906 E3TOKMD OFFICE LIDOH (FFICE Corpleted E

(Note: Screenshots are provided for reference purposes only. Your display may vary depending on your operating system and device.)




Viewing the Job at your Desktop

Email with Subject, File name and

& Printer settings.

| Ele Edit Yiew Tools Message Help

|2
g & w8 | = X |0 O|w
Reply Reply All  Forward Print Delete Previous Next add Subject entered at MFP =]
From: 1

Thursday, March 29, 2007 2:05 PM
stul@ricoh.local

Attached file named

This E-mail was sent from "RNPA8FD44" (Aficio MP C3000).
Scan Date: 03.29.2007 13:05:11 {-0500)

Steve, please see the attached sheet for printer settings. Frank

Message added to email

'KON Document Efficiency
At Work.™
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Faxing Documents From Copier

User Tools/Counter - . _____ Clear Modes Program Interrupt &
— : . - . ¥ ‘ - ain
g On

2 rox - | Login/Logout
g (L
Receive File

m Simplified

@ | Display

—

(@ 0erfrctn ) i n &
Hhatal L4 ' ' et
L 8 # J

(i @Facsimile .




Fax Header Information Set-Up

1. Press the [User Tools/Counter] key 4. Touch the [Own Name] key 8. Touch the [For G3-1] key ( there may be other
T o s | Frogram Fax Information G3 keys r(]j_epending on the options installed on your
3 s  Comme TR : machine)
Y| Bgeewe =3 ¥ O sk —~ -
Prograrm Fax Information
o @ | Eoss] e e
= | B2 ..
=T | - e
= e | B ] (T
e e | - | I
=

5. Touch the [Own Name] key at the next
menu then enter a name from the display

- . P Fax Lnf i
User Tools/Counter/Inquiry T e e eeeereeecoeemeeseeeseeersereroereroe
Select item to program.

2. Touch the [Facsimile Features] key

9. Enter your fax number from the blue

@B gorierDocament numeric keypad then touch [OK]
[ gE Fecsimie } “%l”umm mmmmmmmmmmmmmm
gz;t:g; = G3-1 Fax Mo,
Oy,  Erinter Enter o with Mumnber keys, then press [OK].

é Features

3. Check that the [Gen. Settings/Adjust] tab 6. Touch the [OK] key to accept the name and return

. to the previous menu
is selecte_d then touch the [Program Fax 7. Touch the [Own Fax Number] key
Information] key

- - Frograrm Fax Informmation
€ Facsimile Features P e o ey e

Select one of the following default zefings

Gen. Settingsidjust |[Reception Setings | E-mail Setings | ke

Mermory Ammmed. Transmizsion Switch | [ Mernory Transmission | OwnMame | Pierre maurice
S——————————— | 10. Touch the [Exit] key then press the
Text Size Priority Standard
| I | [User Tools/Counter] key to return to
| Origirial Type Priotty ]| Texdt | Standby Mode
[ Luta Image Density || n |
|

| Bojust Scan Density || Lewel 4




How to FAX From Copier Panel

_| Fan nternat Fa:-c."-._ E-mail

Auto Detect (D
] G5

Sean Setting

Heo, Mo, [ Mol Bt Recent
1i.ﬂ.|,|tu[lrrmtr|l- Frequent | AE | (O EF | 14

Cided Oxiiva| Towislam  |[Coooedduces | [e000s]c3 L0
MEECITRR Branch  |BERLIN OFF |NEW vORK 0| L0y

Criginal, Feed Type 1D ICE FFICE _ [ICE
- [ OM0E] 3 Loom 1363 [ 0o srp il

File Type CETROIT FA|LOS ANGELE | ABCD COMPA |SAN
alocdt Shorod Lile L bilo tiabc =1

To Fax A Document
Press [Facsimile] key

Place Document in Feeder or on Glass
Enter Fax Number using numeric Key Pad or
Select from Programmed List

Press Start




Select Stored Fax Destination(s) or enter a New Destination using the
Numeric Key Pad on Right Side of Copier

Use to Store a FAX Destination

Taxt [ [ i+ H"-. | n
Strdrd A \[itemet Fax\| _E-mil 1
Auto Detect n‘ﬁl ecent___‘ ‘ Select Lin_e__‘ | Tone ‘ Pause HUn Hnuk| ‘Immed. T}{‘
( Scn Settings )| G _ eF || oH || 10k || L | opa || RST || uw | X7 ||chence Title
. e e e e o e 8 o 0B
' A
o Juto Density| | [Freaient| o2 | o0 | & | i [ 1M FFICE |lIcE FIGE . 172
1 Sided Orioinal By ERR . T LG eI CTTE - |[toooor¥ste  |[Coonosdez | Eiﬂuuﬂm}i_{nnn}s—]ﬁ """""
B Branch  ||[BERLIN OFF | NEW vORK 0] LY F||ABCD COHPA|SAN FRANCI [[YOKOHAMA 0| TOKYO OFFI
Criginal, Feed Type 1D ICE FFICE _ [ICE Y SO UUYRRIGEE L JGE ¥
= [II_I.JIIH]I:.S [llll!lll}l_'.] [.'III_III']‘:IP (411
File Type DETROIT FA||LOS ANGELE | ABCD COMPA,| S e Status || RXFileStatus i SenderName || T¢ Moce
CTORY (5 FACT Y E
_ SEF 12,2008

g gaiteos | e
ol el N TV Eil T s G :.E.-"-_-.T_I_‘.I‘l'l Sfatus E ._|I._.|L| |_|'_'!_ i 1EPM

Users can send single document to one or more users simultaneously. Use
The Original Feed type to select 2 sided when originals are 2 sided and copier
Will scan and send both sides. When Networked, users have the option of
Installing the LAN fax driver for faxing documents from the desktop with fax
Covers and other options. Confirmations can print automatically, selectively,
for errors only or off.




Faxing From Desktop

1. Open the document you wish to fax
2. Select [File], then [Print]

B3 Microsoft Excel - Book1
=] Eile | Edit VWiew Insert Format Tools Data Window Help

L

1 MNew... Cerl+M Qlﬁ"")']&pz '%ll@
.~ Open... Ctrl4+O
Close | [5] | E | E
Save Cerl+S
Save As...

k

Save as Web Page...

i File Search...

Permission >

e etepleb | E
L

web Page Preview

10 Page Setup...
B Print Area S
12
EE= Erint Preview
1:.| (% erint... cerl+p | I
]
16 Send To >
17 Exit
18 o
19

5. At[Fax Number] type the Recipient's Fax# just as if you were
manually dialing the number at a Fax Machine or select from [Address

3. Inthe [Name] list, click the LAN-Fax M8 driver
4. Press [OK] or [Print].

Print 21X

Printer

Neme:  |PAEERWIIEESSS—— | | Properties.. |

sl

Type: LAN-Fax M3
Where: LPT1:
Comment:

[] print to fle
Print range Copies
©a Number of copies: 1
O Page(s) Erom: | S| To:

ﬁgl;;u ) Entire workbook @ @ @

() active sheet(s)

O
4

You can select more than one destination to send same fax.

Book], if the number is already pre-programmed in address book.

LAN-Fax

Sedect from Address Book
[CA\Documents and Settings\De_~ |

Browse.,
Mame:
| Contact =~ Jaw =]
Contact F ax Number

Jane Publc 03-0000-0000

Set as Destination

Dial Fax Numbers
Fag Number Send
fss5234 1 PrnttSend |

Line: ause
e |

HNext Numbes

I~ Anrach a Cowver Shest Opticn..

I Duplex pinti
il Coyes Sheet .
I~ Prevew
Addiess Book

I Save azfile

Sedect from Address Book

[C \Documents and Seﬁngs\Doﬂ
ik Browse

[Contact ~ Jaw =]

[Jane Publc 03

Set a: Destination

List of Destinations: 1
03-0000-0000 Jane Public JaneCo

Dial Fax Numbers
Fag Number: Send
Pt & Send
Line: Payss
[G3 -

I~ Anmach a Cover Shest

™ Duplex pirite
< Coyes Sheet...
I~ Preview

I7 Save as file

I Heb
List of Destinabions: o Save lo
/\i) [Send: fa to the Destinaty st ol D and 1o the entered fax number

7. Press [Attach Cover] to add a fax cover to the document, you
can customize your fax cover.

3‘) |Send: fax to the Deslinations displayed in List of Destinations and to the entered fax number.

8. Press [Send] or [Print]



