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Bl Self Registration for Papercut RICOH

imagine. change.

: PaperCut MF

Tap your card or enter your login details to continue.

Username
l Pl
Password
Login
PaperCut MF 222 Admin

PaperCutMF

Tap your card or enter your login details to continue.

Username This field is required

All users must perform one-off registration

before use.

Input Windows logon ID and
Place “access card” on card reader. password and press “OK”" to

confirm registration process.



B How to Login Ricoh MFP by Card RICOH

imagine. change.




. How to Login Ricoh MFP by Login RICOH
Name & PaSSWOrd imagine. change.

[-]
PaperCutMF

1. Press

@ 2. Enter User Name & password
|Dnumber then preSS Logln

PaperCut MF 223 Admin
Username

[}
PaperCutMF
userQ2

Username Password
| tﬁ

Check Status
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B How to Logout Ricoh MFP RICOH

Tap your card on the card reader
or
press Logout on the top right in your panel

‘_ ‘ | |.5canne| {(Classic) H

[-]
PaperCutMF Scan
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RICOH

Imagine. change.

How to select Copier function




._ How to select Copier

RICOH

imagine. change.

PaperCut MFp user02

You have 5 print jobs pending
E T

Print release Device functions Scan

N, v

1. Press Device Functions

- g r

7

2o o5 X
N W L

2. Select Copy from the Panel
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: : RICOH
. COpIer FunCtIOn imagine. change.
& Cony (7 fesel |
Auto Color Copy Ratio Quantity ..:..

U= 100% =

s 0 N

S| | oe Full Color

g —. Paper Select

5 2 = ¢

5| | g Black & White 2 - AUtO
s B

e TR0 |TLE-CE
1 sided—>2 sided 2 sided->2 sided 1sided—>Comb 2orig

*

Check Status 8000

= 1o
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. RICOH

imagine. change.

Print Function
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RICOH

imagine. change.

B Print Function

Select [Ricoh Printer] from your application then go to the [Print Options
/ Printer Properties] to select function then hit [OK] to print

1y Used Settings | Detailed Settings | Configuration/About |
P ri n.t nt Setting One Click Preset List: _ Job Type: :
User Setting = (6 ’Normal Print '] B3 Details...
=] Document Size:
Specify how you want the ’ :
j— A4 (210 x 297 mm) v] [ Custom Paper Size... ]
% item to be printed and —— Factory Default -
h lick Pri = | Orientation
then click Print. — ' Print On: @ Portrait
Print ] - ’Same as Original Size V] (7 Landscape
Paper Type: Input Tray:
. 1 sided (i ’P|BII"I & Recyded Y] (i ’Auto Tray Select
~ RICOH IM CROO0 PCL 6 Layout: Page Ordet:
- ™
=) [n= -0 or
L2
X ) iment Size: it
E.E, Print Options (210 % 237 mm) 2 sced) 2 sided:
. 2on 1 (2 side
on: - Long Edge Bind(Cpen to Left/To vl
N 1e as Original Size l "JE ng Edg (Ope ft/Top)
Ice/Enlarge:
S Ett n g S to Print Size . Biooklet:
| i off |
B &W (2 sided) Staple: Punch:
[ Settings Summary ] ! Off ! Off
) ) _ Color/ Black and White: Copies:{1 to 999)
Register Current Settings... ° =
; 3 [ Manage... ] [00 Black and White hd 1 =
[ CK ] ’ Cancel ] ’
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B Release your Printout RICOH

imagine. change.

PaperCut MFF

You have 5 print jobs pending

=

-—

Print release Device functions Scan
Check Status ) A ) Stop
1. Press m to release all your printout
2. Orpress 5 to select your desired document

24/04/2020

Print release
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B How to select your printout RICOH

imagine. change.

p
PaperCutMF Print release ST

B 1job,1page, $0.00 'S
icrosoft Word — Document

Mi ft Word - D 1 N
147, ESMH, U0, LETTER 2 hours ago

0 Microsoft Word — Document1 N
147, ESMH, U0, LETTER 2 hours ago

Prlnt release 0 MlcrgfoftWord - Document1 5
147, ST, N0, LETTER 2 hours ago

0 Microsoft Word — Document1 N
147, ST, N0, LETTER 2 hours ago

0O Microsoft Word — Document1 N
117, E5T. B, LETTER 2 hours aao

i

Check Status ) o @ Stop

3. Press | P4 | then select the desired document then press

Print release

4. Or select your desired document then press' & | to delete
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How to Scan




B How to Scan Ricon

PaperCutMFp

You have 5 print jobs pending
ﬁ ‘ -

Print release Device functions Scan

—

Ii;

Press‘ — | for scanning your document to your home folder
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B How to Scan RICOH

p
PaperCutMF Scan to My Email

Account: My personal account Balance: Unrestricted
. « Color PDF
Path * 1-sided
* A4 Portrait
*300 DPI
e Settings
scan_user02_2018-11-01-16-22-58

Start scanning

Press to scan to your home folder , or press
Filename then enter the file name for your document
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- RICOH
B How to change the scan setting NcoH
p
PaperCutMF Scan to My Email
Account: My personal account Balance: Unrestricted
« Color PDF
Path *1-sided
user2@ricohsolution.comhk e

Filename ‘ Settings
scan_user02 2018-11-01-16-22-58
Start scanning

Press st | {0 change the scan setting
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B How to change the scan setting 'n?agceg';!
Duplex mode 1-sided 2-sided File type PDF JPEG TIFF
Orientation Portrait Landscape DPI 200 300 400 600
Paper size A3 A4 A5 Color mode Color Grayscale B&W

Change your desired setting then press
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