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Self Registration for Papercut

21

Input Windows logon ID and 

password and press “OK” to

confirm registration process. 

All users must perform one-off registration 

before use.  

Place “access card” on card reader. 



How to Login Ricoh MFP by Card 
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Tap your card on the card reader



How to Login Ricoh MFP by Login 

Name & Password 
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1. Press

2. Enter User Name & password 

then press Login



How to Logout Ricoh MFP
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Tap your card on the card reader 

or 

press Logout on the top right in your panel



How to select Copier function
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How to select Copier
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1. Press Scanner
2. Select Copy from the Panel

1. Press Device Functions



Copier Function
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1. Press Scanner



Print Function
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Print Function 
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1. Press Scanner

Select [Ricoh Printer] from your application then go to the [Print Options 

/ Printer Properties]  to select function then hit [OK] to print



Release your Printout
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1. Press Scanner
1. Press to release all your printout

2. Or press            to select your desired document 



How to select your printout
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3. Press           then select the desired document then press 

4. Or select your desired document then press           to delete 



How to Scan 
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How to Scan 
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Press           for scanning your document to your home folder



How to Scan
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Press to scan to your home folder , or press 

Filename then enter the file name for your document



How to change the scan setting
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Press              to change the scan setting           



How to change the scan setting

24/04/2020 17Version: [###] Classification: Internal  Owner: [Insert name] 

Change your desired setting then press


