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RICOH

., S u m m ary imagine. change.

Machine Status Activating the device:
= Faculty / Staff using your copier PIN.
= Students by swiping your UofL ID Card

= Community Users (Library) must purchase and swipe a Bridge
Bucks Card.

Copier Features

How to use Follow-You-Print

How to Scan to Me

Clearing Misfeeds and Maintenance

Changing Toner and Staple Cartridge ([

University of Lethbridge
Printing Services
2NNL
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a Machine Status

RICOH

imagine. change.

Check Status

Mach./Applic, Stat &b

A Machine Status

Copier

Current: Job | Maintne./Inauiry/Mach. Info

Exit

[ o)

‘ Job History ‘ Meaintnc./Inauiry/Mach. Info

Printer

| Copler / Document Server H

Scanner

- Check Status

Co ]

[Mech.Apolic. Stat

Document Server

‘ Current Jobs

Check Status

Maintenance Info H Data Storage

P [Machine Repairs

Telephone No.: 18882582075
Serial Mo. of Machine: W522L300775

P Sales Representative

Teleshone No.: 18003616235

P Supply Order
Telephone No.: 18006654912

Mach./Applic. Stat db Current Job Job History ‘ Maintne./Inaviry/Mach. Info
Maintenance Info Data Storage H Machine Address Info H Inauiry ‘

EEEER 81-100%
omEEE s -100%
EEEEE 51 -100%
oooao s -100%

P Paver Tray

Tray 1: =813
Tray 2: l=) 8% <147
Tray 3 (LCT): =) = 1103
Bypass Tray: s

If ared lightis flashing on the device and it is beeping, please
select the Check Status button to determine what the issue is. If
you see a hazard sign, that is where the issue stems.



B What is Equitrac Ricor

Equitrac is a global software company that provides document
management (auditing, allocation, recovery) and output management
solutions for printers, copiers and multifunction devices.

Advantages: The user can use and print on any compatible Ricoh device in
the network.

Documents are sent to a server rather than to the device directly. The
documents will be available for 24-hours in your print queue.

Documents sent to the device in error can be managed and cancelled at
the device itself, resulting in less paper waste.

Faculty/ Staff using your copier PIN. Students/ Community users using
your UofL ID Card or Bridge Bucks Card prior to the print job starting. This
allows for document privacy and eliminates the need for personal printers.

© 2012 Ricoh Americas Corporation. All Rights Reserve! d. 4



B Logging in & Out

RICOH

imagine. change.

Ricoh MFP

LOG IN

Print Copy Scan

U of L ID Card
Or
Bridge Bucks
Card

Faculty / Staff enter your copier PIN on the key pad.

Students swipe your UofL ID Card through the card reader.

Check Status

Community Users (Library) must purchase a Bridge Bucks Card and swipe the card through the card

reader.

LOG OUT - BE SURE TO LOG OUT!

From the Follow-You print screen, press the Logout tab in the bottom left of the screen.

From the Copy screen press the Print Copy Scan button at the top left of the screen, then the Logout tab

in the bottom left.



| Got Lost?

RICOH

imagine. change.

Check Status

Home

Print Copy Scan

06/23/2017

01:01 p™m

Recall/Program/Change Program

Check Status

If you press the
Home Button,
select

Print Copy Scan
icon to get you
back onto the
main screen.

Main Screen



How to Use
Follow-You-
Print

RICOH

imagine. change.
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. RICOH
B ollow-You-Print imagine. change.

1. On your computer or laptop, click Print, .
select "campus on anc-printing1" from you
printer options, select your options and
print.

2. Faculty / Staff, enter your copier code on
the on the display panel.

Students, swipe your U of L ID card through
The card swipe.

Community users, swipe your Bridge Bucks
Card through the card swipe.

3. Select Follow-You Printing Icon. ——]
University of

Lethbridge

University of Lethbridge .
Printing Services SR . 7
k ;‘ eck Status = a8 .
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. RICOH
B ollow-You-Print imagine. change.

Your profile will display all your Print Jobs.

The main print options are:

_ Recall/Program/Change Program |

Check Status b= 4 = 8 | @ Stop

Print

Print & Save
Delete i
Select Al e Pt
Force B/W - |
(Black and White)

Important: The Print jobs will display the
desired number of copies you selected in
the Print function of your computer/laptop/device.

Increasing the number of copies here will be
in addition to the number of copies already chosen.

RecallPragram/Change Program |

Check Status o @~ = a | @ Stop 31



_| Follow-You-Print

RICOH

imagine. change.

4. Click (or tap) on the print jobs that you wish to print.

5. Click <Print>.

Once all the selected documents have printed, the

message “No print jobs were found for this user”
displays.

RecallPragram/Change Program |

Check Status o @~ = a | @ Stop

(equitrac
Print & Copy Control

University of

Lethbridge
University of Lethbridge

Printing Services
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| Resetting the Print job o ot

A message will appear
with multiple selections;

Continue printing: To

o The Job Reset key has been pressed, printing, and other print

jobs that were being processed and which could be stopped, continue your print job.
have been suspended.
To continue printing press [Continue Printing], to cancel Cancel all jobs: All jobs

the following job press [Cancel Printingl.

To delete other suspended jobs press [Job Operation]. will be cancelled in your

print queue.
P lob Information
oo Job Operation Job Operation: You can
File Marme: Microsoft Word - test Se|ect WhICh Job to
| Continue Printing| | Cancel AlL Jobs Cancel Printing delete.

Cancel Printing: The

University of . . .
Lethbridge _ current print job will
University of Lethbridge reset
Printing Services )
NN

P 2



: RICOH
. Logglng OUt imagine. change.

| —mn BE SURE TO LOG OUT!
— = | | From the Follow-You print screen,
B 5| | press the Logout tab in the bottom
i |left of the screen.
__________________________________ 0 e )

€]

Logout —b[ :
Suel e ngram|

|71 Simplfied Scr. |

Check Status 0 = i@ Stop

University of

Lethbridge

University of Lethbridge
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RICOH
® How to make a Copy

1. Faculty / Staff
can enter their
copier PIN,
Students can
swipe their U of L
ID card or Bridge

— Bucks card
2.Select Enable
Copier.
[m] |m| University of
Check Status 8 Lethbridge

University of Lethbridge
@ Printing Services
2NNL 8

(Gar s



: : RICOH
B Copier Functions

Clear Modes
(Reset)

Energy Saver

2] w8l T
gl 11~11’] bovecs. | 18 Sn 6‘0‘
A |- 2 L A
“lh A ey | o L“ | “'-" 3N o, N ‘“"
et TR T ey 10, 38 Clearthe

;Jlum _Jjﬁui-wjf...

P‘-'
C $=tom | number of

copies

Program — Start key

Check Status

Lethbridge Back to Home Stop ongoing
University of Lethbridge screen job

Printing Services

University of

NIV
e oD



RICOH

. Orlglnal Txpe imagine. change.

‘:Copieur

l Store File ‘ | Check Modes. | Reset
Criginal uantity
— ABC DEF
1= of2uo] we
Auto Paper|| g1 4 5 6
setcth | 85XT1 | 11T | o
7 |8 |9
[ Text [ photo | Full Size | Auto Reduce / Enlarse || 0231 [ 2252 | 9 30; | HOT@)7S PORSJ|__TUV/[_WXYZ
| Text / Photo 1 sided*2 sided:TtaT 2 sided*2 sided 1 sided*Cornb 2 oria 1 sided*Comb 4 orig -/_x— O #
Crthers I _) @2 H @2_) @2 L 2 Create Marain || D Card Copy —
C Sample Copy
Sort Stack Stplelzs Stplr Staple Punch

o | Auto Density | M- Eﬁ@—j’l‘lj—:’l HHH" H

(RICR] Original Settings

[ Recall/Program/Change Program H[I Interrupt mode ] [D Simp[fied Scrn.

®

Check Status ) A = Q@ Stop

Note: Cost per copy for color copies are significantly more



- The Others tab

RICOH

imagine. change.

Tewt

Photo

Text / Photo

Cthers

- | Auto [

prsity

[R]cR] Specipl Crigina

A Copier

Others

OK

|

Generation Copy

|

Pale

|

Map

‘ l Check Modes [

oL 1 0
[J

| StoreFile
Read
o 180280380480 G
coeetp | 5% 11| 89x14 | B2%11 | 11x17 | 8'5x11
Full Size || Auto Reduce / Enlaroe 25%| 33%| oba,

1 sided?2 sided:TtoT 2 sided®2 sided 1 sided*Comb 2 oria

1 sided*Comb 4 orig 1 sided*Maaazine

Original Types Guidance

My

41,

HEE

—e

2

(@

Sort

Rotate Sort

i

PRy

Finishing

| Cover/Slip Sheet

Edit / Color Dun. /Combine/Series

Reduce / Enlarge




RICOH

- Original Types Guidance """

Original Types Guidance

Text

For originals that contain mainly text
or printed characters.

<Photo Type>

Text / Photo Printed Photo
For originals that contain both text \4’:/ Use when copying developed photoaraphs

and photographs or pictures.
> Glossy Photl Original Types Guidance

N R

that are pri :
FF)hOtO_ V——— . Generation Copy
pﬁ;g;g;j orzicizpesm il T Copied Pho For originals that are copied.
i {"/ Use qu’(‘j g The copy image can be reproduced
oo SR sharply and clearly.
1/

Pale

For originals that have lichter
lines written in pencil,

or faintly copied slips.

I Text I Photo I

Text / Photo
Crthers 1

Map
For map originals.

- | Auto Density | W=

[RIcE] Special Original R Problems with Finisher .

Far]

Others tab to Original Types Guidance interface



RICOH

- Original Settings

‘:Copieur

Copier
() Ready

<Black & White>
Auto Color Select

pt\u“coPaper‘IEJDZE]g L% )

l2%¢ x B
Full Color Select® Fex11| 1117 | eoeass ‘ | Store File | | Check Mades | Reset

Black & white Y Quantity
o | o [ Fesi2 |t e Tigie E O Fiﬁaldymn ' 1 2 1|3
g Text / Photo ; 1 sided*2 sided TtoT 2 sided*2 sided 1 sided*Cornb 2 orig 1 sided O — L 5 tt 1 U D 2 U D 1 @ s DEF

rldinal >ettings = =] =
Auto P
owes | P | W10, | -] SRS 11| 1117 | oo 4 2 1) o

T T Sort Stack Stplelss Stplr Staple

[l | W] | 7 I8 |9
b e Full Size || Auto Redre / Falarse | 1515 [ S8 100% PORS)\__TUV/\_WXYZ

__lXe 1Ze5

Edit / Coloy 1 sided*2 sided:TtoT 2 sided*2 sided 1 sided*Comb 2 oria 1 sided*Cornb 4 orig /* O #

[ RecalUPMram;’Chnge Program HD Interrupt mod ! "@2 H @{’ @2 H" ') HCreate Margin| 1D Card Copy
Original Size

S oecksous > B

935%

RIFm) Oriinal Settings [ Fnishing | Cover/Slip Sheet

C Sample Copy

®

Stack Stplelss Stplr Staple Punci

o) Beie|pe|m

Criginal. Crientation

(a]ée] | (=]¢=]

[ Recall/Program/Change Program HD Interrupt mode ] [D SlmplfIEd Scrn. ‘

h
)R Fe)im)

g

Check Status < a = ) Stop

Batch : allows feeding stacks of originals, one after the other, when the
number exceeds the document feeder capacity.
Mixed Sizes : to copy letter and legal originals together.



RICOH

- Tray Selection e e

|:C0pieur |

o Golorseect {11 @ D[z 0o w o :
LT Faper |

seecth | 811 11T | v

7 |8 |9
. 1 1,
[ Toc | Proo | Full Size | AutoReduce / fnlarse | 131 || 3252 | 930 | E OO}/ PORS)(__ TUV/[_wxyz
| Text / Photo E 1 sided*2 sided:TtoT 2 sided*2 sided 1 sided*Comb 2 orig 1 sided*Comb 4 orig -/* O #
o J -)@2 H @29 @2 H-) 12 Create Margin || ID Card Copy C

; : Sort Stack Stplelss Stelr Staple p py

Q1 e I ) e ) [ e s s

®

IR Original Settings Finishing

[ Recall/Program/Change Program HD Interrupt mode ] [D Simp[fied Scrn.

Check Status ) A —

Select tray manually when reducing/enlarging, or when copying
non-standard sized originals



RICOH

. Fl N |Sh | ng imagine. change.

|:C0pieur

| Store Reset
- ol 1 2 3
s ABC DEF
1= ol2uc] ws
Auto Paper|| g1 4 5 6
Full Color Select 8/2"1 1 1 1"17 Bypass GHI JKLJI MNO
7 |8 |9
| FullSize | AutoReduce / Enlarae | o0 | 2EF2 | o zo; | NO10)/S PORS|__TUV)|_wxyZ
F Text / Photo : 1 zided*2 zided:TtaT 2 sided*2 sided 1 zided*Comb 2 oria 1 zided*Comb 4 oria -/* O #
Others
H T Sort Stack Stplelss Stplr Staple Sample Copy
< Jntesv] » 93 ) )] | Wm)|[ W) @) WE)| | WE)|Em)

®

(RIED Original Settings

[ Recall/Program/Change Program H[I Interrupt mode ] [D Simp[ﬂed Scrn.

Check Status ) A = © Stop

Sorting, Stacking, Stapling with or without the metal
staple, Folding (Booklet Finisher), 3 or 2-hole Punching



RICOH
o Finishing e s

Storefile | | Check Modes |

<Black & White>

Auto Color Select

Autpaver'lL=JD2la-l[33l=JDAl=Jg d @
SOT 8% 11| Bax11 | 8isx1h | 11%17 | e

Text / Photo i 1 sided*2 sided:TtoT 2 sided*3
Others E] 2 @2 IZ{)
Stack

4: Al;toDasitv > SE:@@ @@

noa

Full Size [ Auto Reduce

With an Internal Shift Tray, copies can be sorted or stacked.



RICOH

o Reduce / Enlarge

“ Store File ”I Check Modes |

Text /Photo B

1020030040 &
LS Bax11| Bl Baxlh 1117 eoas

| |

Photo

Select item.

-
ol
||H|| |||| ||||

I Cancel

—

QK

Murmber keys |} |+

Calion Gy ‘ Size Maquu:atmn__HDlr. Size Mo, mc_h_H Direct. Mao. %0

— 1T 271%)1 29%|155%||200%||400%
Full Size Bl x14 Bzl St || SYecae
11%17 11517 B12%14 11%17

: Z25% |1 50% || 65% || 73% || 78% || 85% || 93%
- | Auto Density | 117 11x17 115 Bl 14 BYax13
Sipxals || Bl g1 %11 %11

[R]f®) Special Original

Finishing Cover/Slip Sheet || Edit / Stamp | Dup./Combine/Series [| Reduce / Enlaroe

OCT 14,2008
1:31PH

System Status Job List

Presets from 25 to 400%, Zoom in 1% increments with + or -, and
entering your ratio directly with Number Keys.



RICOH

o Reduce / Enlarge

|| Store File || | Check Modes |

Text 1= 021233 1= 04 1=
arsFen 1] | Bl Bexlh | 11x17

Text / Photo  F

' Full Size I Auto Reduce / Enlarae 25%| 33%| e -
O — i — 1 sided*2 sided:TtoT 2 sided>2 sided 1 sided®Comb 2 orig 1 sided®Comb & oria 1 sided®Magazine
(.| @, |[R-68| (-6 | (F-@
—— Sort Stack Staple
4 iﬁxutn Densityi > Eﬁtﬁ‘ Eﬂ ‘ B‘ ‘
r—
fR]FRI Special Original Finishing Cover/Slip Sheet || Bdit / Starmp | Dup./Combine/Series | Reduce / Enlarge

OCT 14,2008

System Status lob List 1:53EM

Auto Reduce/Enlarge (for standard sizes only) : simply select the
paper source



Duplex / Combine / Series

RICOH

imagine. change.

@ Copier

O

Auto Color Select
Full Color
Black & White

Text

Text / Photo

oo |

Ready

<Black & White>

{ Store File

|| Check Modes |

Autpm1l=JD2lle3l=lDAl=lD L)
solectw | 2%11 | 8511 | 89x14 | 1117 | Byoass
Full Size || AutoRewce / nlare | 23 || SRSE [ 939

1 sided*2 sided:TtoT 2 sided*2 sided 1 sided*Comb 2 orig

1 sided*Comb & orig

Others @*E& @;’ @?_ 9 m» HCreate Margin || 1D Card Copy
prr— Sort Stack Staple Punch
“ mmad >| Vb @@‘ DT @ ‘ ‘@
M Finishing Cover/Slip Sheet ||  Edit / Color !Dw./(ombim/Series | Reduce / Enlarge ‘

Up to 6 useful shortcuts for the Duplex / Combine / Series menu
(customizable)

Please note that 2-sided copying is available with the bypass, up to
“Thick 1’ paper



RICOH

% Edit / Color

H Store File ”l Check Modes |

(O Ready m
o <Full Color=
10280380480 &
Alto Paper
B B[Ele & Whlte : SELECth" Blix11 B!‘ix11 B!ﬁx14 11*17 B}"DEISS
| Twocalor §5inale Color by ,
2 4 Color Select iterm. ‘ | Pl | oK
Marain Adj.
Text / Fhoto
erouy | | IECE
— Stamp
4 | uto Densityi > Edit Image
)R] Special Original Finishing Cover/Slip Sheet Edit / Color Dup. /Combine/Series || Reduce / Enlaroe
FEE 25,2009
System Status Job List 2:15PH
University of
Lethbridge

University of Lethbridge
Printing Services

SN L
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RICOH

= Edit Image tab e

“ Store File || | {Check Modes |

(L) Ready
C R <Full Color=

Py 1= 02803204120 L
uto Paper
BI.Ele & Whlte Select"* B!ix1 1 B!ix1 1 B!ix1¢ 1 1*17 B}’DEISS
| Two-color §Sinale Color ,
= 2 Select item. Cancel | 0K
Te}‘(t PhOtO — ﬁ
Text / Photo ‘M Iil_)EE 0] > g ._} O B -}
Others Eraze Imace Repeat | Double Copies H Centering || Positive/Negative
.T R|»|H
<« JAuto Density | W I Feiase [ | Mirror Imaoe
r '
fR]fm Special Original Finishing Cover/Slip Sheet Edit / Color Dup./Combine/Series | Reduce / Enlaroe

FEB 25,2009

System Status dob List 2 16PH

For Image Repeat, you must go to the Red/Enl menu, select 50% for 4
repeats, 33% for 9, and 25% for 16



RICOH

. Stamp Tab imagine. change.

"+ A Copier
e S—
T

<Black & White> 0 1 0

Auto Color Select 18 l2B 06|13 048 0| &[0
futofaei] gx11 | 8sx14 | 85x11| 11%17 | 8'5x11

Selecth

- Select item. Cancel |
-'
Others R

I Stamp |

Edit Image \ Stamp

l Store File “ Check Modes 1

Full Color

Black & White

Text / Photo

COpier Store File ‘ | Check Modes |

futo Density | P>

e EE EEE
Auto Paper
solectp | 02%171 | Bax14 | 84x11| 11x17

Sinale Color

Color Select item. “ Cancel, ” Ok ]
Text / Photo i i COPY ’—“_‘

CONFIDENTIAL]

Ulthers |Background I\Iumbering_,| | Preset Starmp | ‘ ‘

(R Special Original

| |

Y

— | Starmp
A | huto Densityi > | Fdit Image
(k] Special Oriainal Cover/Slip Sheet




RICOH

imagine. change.

- Stamp tab — Preset Stamp

|| Store File ” | Check Modes |

Ao o

-
s o)
B'ax14 | 11%17 | Evpass

Black & white [

wo—color MSinale Co

Select item. |I Cancel ” oK ]

111
T oA
Text / Photo ! ‘ [COREIIENAD
Others Erase | Backaround Numbering,,|

Text Photo

Prezet Stamp

1 A;tu Density | W “ Store File |I | Check Modes |

[R]R] Special Original

1 U2 03 &4 1= 2
Bl B s Blax11 | Blsx11| B'sx14 | 11x17
wo-color ISingle Co
Preset Stamp I Cancel ] I O ]
Text Photo
il | Select stamp type.
Text /Photo [ | COPY | UrGENT | PRIGRITY || For Your Info. |
cthers I | preummaRY || For internsl Use only || CONFIDENTIAL | DRAFT |

.‘ AL.JtD Densityi »> | <Position / Size / Density> <Print Page> <Stamp Color>

S| TX ALl Pages
S [ sy | | “
Rl Special Original | 15t Page Only ‘ Starmp Color

Systemn Status Job List




RICOH

imagine. change.

I

Store File ‘ | Check Modes

inal

I

uto Paper|| a1, I I

Bk & mmite | selecte | 811 B'2x14 | 82211 | 1117

Date Stamp l Cancel ] I OK
Text Phot
Check format and position of date.
Text /Photo | N <Current Date>
Others 2011. 9.22 Change Format |

‘: Al:m Density | B <Stamp Positions <Print ;TE> <Stamp Color>
- A
E]®)  tetpmeons |

flem Special Oricinal 1st Page Cnly Stamp Color l Store File ‘ | Check Modes |

b List
v

Auto Select

1= 0203 1=04 123

o o) o Pacer| @119 | Bloeth | Bex11 | 11
Black & white = Se[ect> B 2 11 B 2 14 B 2 11 11 17
T wo-color ISingle Colorf
o] ol f [0 a I/EJHD !ZJVl:J11D 3&:11? lﬁl:lﬂD o =1 Page Murrbering l Cancel l l OK l
Black & White Select» | U 2 2 Teut Photo
Toodr s Cly T g | Select page numbering format.
Tor | o | = ' A Text /Proto || | P1P2... (R 2 e
Text /Photo | ‘ " Others
Otters ‘ Backeround Nmeerin},,‘ ‘ Preset Stamp ‘ ‘ 1.2... H 1=1.1-2... ‘
u %tam” — ‘ AE e <Stamp Position> <Change Mumbering= <Starmp Color>
Fdit Image !“ Date Stamp ‘ ‘ Page Nurrbering ‘ uto Density First Printing Page:
Finishing HCover/SUpSheetH Edit / Color HDun./Enmhine/SeriexHReduce/Eﬂlame‘ From page 1
- : - = Murnbering from / to Stamp Color
[R](®) Special Criginal ~ 10 the End




RICOH

imagine. change.

Erase tab

l Store File ‘ | Check Mades |

Auto Select
Black & white F

Select iterm, ‘
Frase
— (oo ]| [NE
o Jhuto Density ™ §) [t rrage | [ Erase Center / Border

f]R] Special Original

1T=EdzE 03 041 3 e
ATt Bax11 | B'sx11 | Blsx14 | 11x17 | oywess

Text / Photo

Cthers

l Store File ‘ | Check Modes |

Qi

Finishing HCover/Slip Sheet‘ Edit / Color

10203 0|s80] W

Auto Paper| g I |
o s mite [ colecr | Bax17 | Bl5x11 | B1ax14 | 11%17 | Eyvass

Sinale Color
Erase Center / Border I

Text /Photo

<t

-
=

Cancel ] I O ]

l Erase Border || Erase Center ||Erase Center/ Border|

Adjust width of the area to erase with HIE.

Crthers
—= <0.1-3.%inch>
- | Auto Density =
S Wil ]
Wk oTeF
fRlem Secial Criginal Different Width E

University of

Lethbridge
University of Lethbridge

Printing Services



RICOH

imagine. change.

Margin Adjust Tab

Store File

‘ | Check Modes |

1T U203 0| & U

_Text
gax11 | 8'5x11 | B'ax14 | B'x11

Text / Photo

Lelect itemn.

e A ] Lot Side> <Back Side> “ s ] [
ceneration Comy 1 —52__J| TopsBottom O0 712 Top/Bottom 0 -4
Star _ | X .] o
v v
« *UUW (Copy Quality || Clear | [ € [[ | Clex || €|

&)= Original Settng

- Ju 12,2012

University of

Lethbridge

1:13PM

University of Lethbridge
Printing Services



" cover / Slip Sheet tab

RICOH

imagine. change.

Text

Text / Photo
Photo
Pale

Generation Copy

Auto Density | W

|

| | Check Modes

Original | [Guentity m

‘ Store File
Read
180z C3 8 0400 L
TR Bl | Bigx11| Blaxlh | 11%17 | Bwass

sl Cover, Desionate and Chapter can be selected together.

@ Front Caver % Front/Back Caver

] Dlesionate/Chapter

For presentation booklets

Designate / Chapter | Cancel ] I oK ]
Poase \ -\

001|288 Sheet 12 |[00Z|EB Sheet 29 ||003/EH Sheet __46 ||004 005

006 007 008 009 010

| Copy ‘ | Copy |
[ Bk || Bk |

|Designate / Chapter|

y,

enter the sheet number

To copy the first page of each chapter onto a Slip Sheet,

to start each chapter with, then press &,

(Rlrm] Special Criginal

Finishing Cover/Slip Sheet” Edit / Starmp H Dup./Cumhine/Series‘ R

System Status

Bax11

|I% Designate: Copy ” £S5 Chapter |
i |ED Desionate: Blank |
& P MMain Sheet Tray » Slip Sheet Tray
118028038040 Bypass Tray
Bx1h | Bax11 11%17

System Statis

The trays used for inserts are programmed in the User Tools, with the
by-pass tray as default

To separate chapters: in each box enter the page where you want to insert
the designated sheet

By default, Copy is selected, if you choose Blank, the designate will be
iInserted before the page number selected



| Logging Out

RICOH

imagine. change.

Print Copy Scan

) (o) (Res

Recall/Program/Change Program | [ ;

Logout—{ —

BE SURE TO LOG OUT

From the Copy screen press the
Print Copy Scan button at the top
left of the screen, then the Logout
tab in the bottom left.

University of

Lethbridge

University of Lethbridge
Printing Services
,‘ 9 28



How to Use
Scan
to Me

RICOH

imagine. change.
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B Scan to Me- logging in RICOH

1. Faculty / Staff, enter your copier code on the on the
display panel. '

Students, swipe your U of L ID card through
The card swipe.

Community users, Scan to Me function is not available.

2. Select the <Scan-To-Me> icon.

The main options are:

Loacut

Recall/Program/Change Program [ Simplfied Scrn.

3. Choose your scan settings: —
*Size
*Type
*Resolution
*Settings
*Feed

*Density
. Recall/Program/Change Program ["] Simplfied Scrn.
*Brightness Check Status
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RICOH

B Scan to Me continue... RICOH

Pdf is the default scan type.
Review your scan details.

Press Scan, the document will
be sent to your email.
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' Recall/Program/Change Program |[_ Simplfied Scrn.
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Clearing Misfeeds

and Maintenance
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- Misfeeds

RICOH

imagine. change.

& Paper Misfeed

Paper misfeed detected at the following point(s).
Procedure for clearing misfed paper is shown on the risht.

Follow the indications

(J001)

P Guidance: Remove Paper (C)

Push up the lever on the right side of the
machine to open Right Cover.

& Paper Misfeed

Paper misfeed detected at the following point(s).
Procedure for clearing misfed paper is shown on the right.

S Paper Misfeed

Paper misfeed detected at the following point(s).

Procedure for clearing misfed paper is shown on the right.

Push up the lever on the right side of the
machine to open Right Cover.

Copier
Printing 10164

remove the misfed paper.

(Joo1)

P Guidance: Remove Paper (C)

Push up the lever on the right side of the
machine to open Right Cover.

Copier
Printing:

on the screen that show you step-by-step how to



| RICOH
Document Feeder imagine. change.

Document Feeder Sensors
The three sensors on the feed table

should not be blocked by paper, etc.
It will result in undesired paper size
output, or the unit will beep indicating
to load special paper size in the tray.
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RICOH

imagine. change.

Changing Toner and

Staple Cartridges
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RICOH

- Changmg the toner

45:71;5"» :

v

Open the front panel and remove
the used cartridge.

Shake the new cartridge LIGHTLY vertically (see
inside panel), unscrew the cap, and insert it into
the toner unit with the arrow on top.

NEVER REMOVE, SHAKE AND RE-INSERT
THE USED CARTRIDGE.

v

£

When the toner icon (bottom left of screen) blinks, it is time to change
the toner cartridge.



RICOH

imagine. change.

Following the instructions on the display or
box of staples, push the stapling unit to the
left, pull out the casing, remove the empty

cartridge, and insert a new one.

500-sheet Finisher (SR3130): when the Staple icon (bottom left of
screen) flashes, it is time to change the staple cartridge.
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. Stap I es imagine. change.

Staple ctg Type S Refill ctg Type K

1000-sheet Booklet Finisher (SR3150), continued
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- Ordering toner & Support™

For Toner, please email:
copycentre@uleth.ca or
Call (403) 329 2216

For Service go to:

http://rciesswebl.ricoh.ca/EService/ServiceRequest.aspx
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http://rciessweb1.ricoh.ca/EService/ServiceRequest.aspx
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