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RICOH

., S u m m ary imagine. change.

Machine Status Activating the device:
= 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
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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

Students swipe your UofL ID Card through the card reader.

Print Copy Scan

U of L ID Card
Or
Bridge Bucks
Card

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
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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
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. RICOH
B rollow-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. 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.
—
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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
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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 )
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: 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
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RICOH
® How to make a Copy

1. Students can
swipe their U of L
ID card or Bridge
Bucks card

2.Select Enable

[ togou | ¢ | Copler'
[ Recall/Program/Change Program | [|:| Simplfied sScrn. | University of
Check Status 8 Lethbridge

University of Lethbridge
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: : 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
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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



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 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



| Logging Out

RICOH
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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.
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How to Use
Scan
to Me
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B Scan to Me- logging in RICOH

Ricoh MFP

1. 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

3. Choose your scan settings: e m——

Check Status

*Size

*Type
*Resolution
*Settings
*Feed
*Density ‘-
*Bri g htness L D e . 1] Simplfied crn.

Check Status

36



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.

| Logout L

0 Total Pages Reset

)2

e
EMEm ™
[PDH:-[ T [

L

0_

9
H

J¥x

|

Job Dktails

' Recall/Program/Change Program |[_ Simplfied Scrn.

Check Status
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Clearing Misfeeds
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- Misfeeds

RICOH
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& 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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