
For safe and correct use, be sure to read Safety Information before 
using the machine.

Appendix 

Configuring Network Settings Using OS X

Troubleshooting

Maintaining the Machine

Configuring the Machine Using Utilities

Configuring the Machine Using the Control 
Panel

Sending and Receiving a Fax

Scanning Originals

Copying Originals

Printing Documents

Paper Specifications and Adding Paper
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Load paper into the paper tray.

Specify the paper type and size.

Specify the paper type and size on the printer driver.
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For details, see "Basic Operation of Scan to Folder".

Documents

Documents

Send Scanned Documents to a Folder on a Client Computer

For details, see "Basic Operation of Scan to E-mail".

Send Scanned Documents by E-mail

Specify a destination 
and start scanning

Specify a e-mail address 
and start scanning

Scanned data is displayed on the computer screen

Files are sent directly 
to shared folders

Distribute the document as a file 
attached to an e-mail

For details, see "Basic Operation for TWAIN Scanning".

Scanning Documents from a Client Computer

Specify scan settings and start scanning

Documents Specify scan settings 
and start scanning

Scanned files are saved in the 
USB flash memory device

For details, see "Basic Procedures for Saving Scan Files on a USB Flash Memory Device".

Saving Scan Files on a USB Flash Memory Device

For details, see "Basic Operation for RICOH Scan Utility".
Specify scan settings and start scanning

Scanned data is displayed on RICOH Scan Utility screen

Scanning Documents from RICOH Scan Utility
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Print the check sheet.

Confirm the user name and computer name.

Create a shared folder on a computer.

Send a file to the shared folder.

Specify access privileges for the created shared 
folder. *1

Register the shared folder to the machine's 
Address Book.
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Configure SMTP server and DNS settings.

Register the destination e-mail address in the Address Book.

Send scanned files by e-mail.
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Configure FTP server settings.

Send scanned files to the FTP server.
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Connect the machine to a telephone line.

Set the date and time.

Specify the telephone line type.

Select either an external line or extension line.

Specify the number of the external line. *1

Specify the reception mode.
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Remove the original 
quickly from the machine.

Send documents 
immediately.

How many fax numbers 
does the destination 
have?

Which mode has priority? 

Multiple

Single

Memory Transmission

Immediate Transmission

Immediate Transmission

Memory Transmission
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Is an external telephone 
connected to the machine?

Fax Only mode

FAX/TAD mode

FAX/TEL Auto mode

FAX/TEL Manual mode

Do you want to use 
an external answering 
device?

Do you want to receive 
faxes automatically?

Yes

Yes

Yes

No

No

No
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Üretici:

Ricoh Company, Ltd.

8-13-1 Ginza,
Chuo-ku, Tokyo 104-8222 Japan

+81-36278-2111(English only/Sadece ngilizce)

n acco dance ith the atte y i ecti e 2006/66/EC ticle 20 n o mation o  end-use s nne  ,
the a o e sym ol is p inted on atte ies and accumulato s.

This sym ol means that in the Eu opean nion, used atte ies and accumulato s should e disposed o
sepa ately om you  household aste.

n the E , the e a e sepa ate collection systems o  not only used elect ical and elect onic p oducts ut
also atte ies and accumulato s.

lease dispose o  them co ectly at you  local community aste collection/ ecycling cent e.

lease e e  to eithe  the se s anual o  this in o mation o  the packaging o  the consuma le.

The machine can use ecycled pape  hich is p oduced in acco dance ith Eu opean standa d
E  12281 2002 o   1 30 . o  p oducts using E  p inting technology, the machine can p int
on 64 g/m2 pape , hich contains less a  mate ials and ep esents a signi icant esou ce
eduction.
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uple  p inting ena les oth sides o  a sheet o  pape  to e used. This sa es pape  and educes
the size o  p inted documents so that e e  sheets a e used. e ecommend that this eatu e is
ena led hene e  you p int.

Tone  and ink ca t idge o  ecycling ill e accepted ee o  cha ge om use s in acco dance ith
local egulations.

o  details a out the etu n p og am, please e e  to the e  page elo  o  consult you  se ice
pe son.

https // . icoh- etu n.com/

The amount o  elect icity a machine consumes depends as much on its speci ications as it does on
the ay you use it. The machine is designed to allo  you to educe elect icity costs y s itching to
Ready mode a te  it p ints the last page.  e ui ed, it can immediately p int again om this mode.

 no additional p ints a e e ui ed and a speci ied pe iod o  time passes, the de ice s itches to an
ene gy sa ing mode.

n these modes, the machine consumes less po e  ( atts).  the machine is to p int again, it needs
a little longe  to etu n om an ene gy sa ing mode than om Ready mode.

o  ma imum ene gy sa ings, e ecommend that the de ault setting o  po e  management is
used.

oducts that comply ith the Ene gy Sta  e ui ement a e al ays ene gy e icient.

ecla ation o  Con o mity

otice to se s in EE  Count ies

This p oduct complies ith the essential e ui ements and p o isions o  i ecti e 2014/ 3/E .

The CE ecla ation o  Con o mity is a aila le y accessing the RL  http // . icoh.com/p oducts/
ce doc2/

and selecting the p oduct applica le.

pe ating e uency and  2400 - 2483.  z

ma imum adio- e uency po e  less than 20.0 d m

s this e uipment ith the adiating pa t is not intended to e used in close p o imity to the human
ody, it is ecommended to use at least 20cm apa t om the use .
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The g ant o  a Telepe mit o  any item o  te minal e uipment indicates only that Telecom has accepted
that the item complies ith minimum conditions o  connection to its net o k. t indicates no endo sement
o  the p oduct y Telecom, no  does it p o ide any so t o  a anty. o e all, it p o ides no assu ance
that any item ill o k co ectly in all espects ith anothe  item o  Telepe mitted e uipment o  a
di e ent make o  model, no  does it imply that any p oduct is compati le ith all o  Telecom s net o k
se ices.

This e uipment is not capa le, unde  all ope ating conditions, o  co ect ope ation at the highe  speeds
o  hich it is designed. Telecom ill accept no esponsi ility should di iculties a ise in such

ci cumstances.

e ices connected to the telephone po t may lose thei  memo y i  this a  machine is on line o
e tended pe iods. To p e ent this, such de ices should ha e the acility o  atte y o  simila  ackup o
memo y.

This de ice may e su ect to inging o  ell tinkle hen ce tain othe  de ices a e connected to the same
line.  this occu s, the p o lem should not e e e ed to the Telecom aults Se ice.

This e uipment should not e used unde  any ci cumstances that may constitute a nuisance to othe
Telecom custome s.

Telepe mitted e uipment only may e connected to the au ilia y telephone po t. The au ilia y telephone
po t is not speci ically designed o  3- i e connected e uipment that may not espond to incoming
inging hen attached to this po t.

e chlo ate ate ial - special handling may apply. See  .dtsc.ca.go /haza dous aste/
pe chlo ate

This e uipment has een tested and ound to comply ith the limits o  a Class  digital de ice,
pu suant to a t 1  o  the CC Rules. These limits a e designed to p o ide easona le p otection
against ha m ul inte e ence in a esidential installation. This e uipment gene ates, uses and can
adiate adio e uency ene gy and, i  not installed and used in acco dance ith the inst uctions,

may cause ha m ul inte e ence to adio communications. o e e , the e is no gua antee that
inte e ence ill not occu  in a pa ticula  installation.  this e uipment does cause ha m ul
inte e ence to adio o  tele ision eception, hich can e dete mined y tu ning the e uipment o
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and on, the use  is encou aged to t y to co ect the inte e ence y one o  mo e o  the ollo ing
measu es

Reo ient o  elocate the ecei ing antenna.

nc ease the sepa ation et een the e uipment and ecei e .

Connect the e uipment into an outlet on a ci cuit di e ent om that to hich the ecei e  is
connected.

Consult the deale  o  an e pe ienced adio /T  technician o  help.

This t ansmitte  must not e co-located o  ope ated in con unction ith any othe  antenna o
t ansmitte .

Changes o  modi ications not e p essly app o ed y the pa ty esponsi le o  compliance could
oid the use s autho ity to ope ate the e uipment.

This e uipment complies ith CC adiation e posu e limits set o th o  an uncont olled en i onment
and meets the CC adio e uency (R ) E posu e Guidelines. This e uipment has e y lo  le els o  R
ene gy that it deemed to comply ithout ma imum pe missi e e posu e e aluation ( E). ut it is
desi a le that it should e installed and ope ated keeping the adiato  at least 20cm o  mo e a ay om
pe son s ody (e cluding e t emities  hands, ists, eet and ankles).

This de ice complies ith a t 1  o  the CC Rules.

pe ation is su ect to the ollo ing t o conditions

(1) This de ice may not cause ha m ul inte e ence, and

(2) this de ice must accept any inte e ence ecei ed, including inte e ence that may cause
undesi ed ope ation.

1. This e uipment complies ith a t 68 o  the CC ules and e ui ements adopted y the CT . n
the co e  o  this e uipment is a la el that contains, among othe  in o mation, a p oduct identi ie  in
the o mat S E T .  e uested, this num e  must e p o ided to the telephone
company.

2. This e uipment uses the RJ11C S C ack.

3.  plug and ack used to connect this e uipment to the p emises i ing and telephone net o k must
comply ith the applica le CC a t 68 ules and e ui ements adopted y the CT . 
compliant telephone co d and modula  plug is p o ided ith this p oduct. t is designed to e
connected to a compati le modula  ack that is also compliant. See installation inst uctions o
detail.

4. The RE  is used to dete mine the num e  o  de ices that may e connected to a telephone line.
E cessi e RE s on a telephone line may esult in the de ices not inging in esponse to an incoming
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call. n most ut not all a eas, the sum o  RE s should not e ceed i e ( .0). To e ce tain o  the
num e  o  de ices that may e connected to a line, as dete mined y the total RE s, contact the
local telephone company. The RE  o  this p oduct is pa t o  the p oduct identi ie  that has the
o mat S E T . The digits ep esented y  a e the RE  ithout a decimal point

(e.g., 03 is a RE  o  0.3).

.  this e uipment causes ha m to the telephone net o k, the telephone company ill noti y you in
ad ance that tempo a y discontinuance o  se ice may e e ui ed. ut i  ad ance notice is not
p actical, the telephone company ill noti y the custome  as soon as possi le. lso, you ill e
ad ised o  you  ight to ile a complaint ith the CC i  you elie e it is necessa y.

6. The telephone company may make changes in its acilities, e uipment, ope ations o  p ocedu es
that could a ect the ope ation o  the e uipment.  this happens the telephone company ill
p o ide ad ance notice in o de  o  you to make necessa y modi ications to maintain uninte upted
se ice.

7.  t ou le is e pe ienced ith this e uipment, o  epai  o  a anty in o mation, please contact
Ricoh me icas Co po ation Custome  Suppo t epa tment at 1-800- ST .  this de ice is
causing p o lems ith you  telephone net o k, the telephone company may e uest that you
disconnect the e uipment until the p o lem is esol ed.

8. n the e ent o  ope ation p o lems (document am, copy am, communication e o  indication), see
the manual p o ided ith this machine o  inst uction on esol ing the p o lem.

. Connection to pa ty line se ice is su ect to state ta i s. Contact the state pu lic utility commission,
pu lic se ice commission o  co po ation commission o  in o mation.

10.  you  home has specially i ed ala m e uipment connected to the telephone line, ensu e the
installation o  this e uipment does not disa le you  ala m e uipment.  you ha e uestions a out

hat ill disa le ala m e uipment, consult you  telephone company o  a uali ied installe .

1. Remain on the line and ie ly e plain to the dispatche  the eason o  the call e o e hanging
up.

2. e o m such acti ities in the o -peak hou s, such as ea ly mo ning hou s o  late e enings.

The Telephone Consume  otection ct o  1 1 makes it unla ul o  any pe son to use a compute  o
othe  elect onic de ice, including  machines, to send any message unless such message clea ly
contains in a ma gin at the top o  ottom o  each t ansmitted page o  on the i st page o  the
t ansmission, the date and time it is sent and an identi ication o  the usiness o  othe  entity, o  othe
indi idual sending the message and the telephone num e  o  the sending machine o  such usiness,
othe  entity, o  indi idual. (The telephone num e  p o ided may not e a 00 num e  o  any othe
num e  o  hich cha ges e ceed local o  long-distance t ansmission cha ges.)

n o de  to p og am this in o mation into you   machine, you should complete the ollo ing steps
ollo  the  E ER p og amming p ocedu e in the og amming chapte  o  the ope ating

inst uctions to ente  the usiness identi ication and telephone num e  o  the te minal o  usiness. This
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in o mation is t ansmitted ith you  document y the  E ER eatu e. n addition to the in o mation,
e su e to p og am the date and time into you  machine.

This de ice complies ith ndust y Canada s licence-e empt RSSs.

pe ation is su ect to the ollo ing t o conditions

(1) This de ice may not cause inte e ence  and

(2) This de ice must accept any inte e ence, including inte e ence that may cause undesi ed ope ation
o  the de ice.

This e uipment complies ith C adiation e posu e limits set o th o  an uncont olled en i onment and
meets RSS-102 o  the C adio e uency (R ) E posu e ules. This e uipment should e installed and
ope ated keeping the adiato  at least 20cm o  mo e a ay om pe son s ody (e cluding e t emities
hands, ists, eet and ankles).

Le p sent appa eil est con o me au  C R d ndust ie Canada applica les au  appa eils adio e empts
de licence.

L e ploitation est auto is e au  deu  conditions sui antes 

(1) l appa eil ne doit pas p odui e de ouillage, et

(2) l utilisateu  de l appa eil doit accepte  tout ouillage

adio lect i ue su i, m me si le ouillage est suscepti le d en comp omett e le onctionnement.

Cet uipement est con o me au  limites d e position au  ayonnements nonc es pou  un
en i onnement non cont l  et especte les gles d e position au  uences adio lect i ues (R )
C R-102 de l C. Cet uipement doit t e install  et utilis  en ga dant une distance de 20 cm ou plus
ent e le adiateu  et le co ps humain.(  l e ception des e t mit s  mains, poignets, pieds et che illes)

This p oduct meets the applica le nno ation, Science and Economic e elopment Canada technical
speci ications.

The Ringe  E ui alence um e  (RE ) indicates the ma imum num e  o  de ices allo ed to e
connected to a telephone inte ace. The te mination o  an inte ace may consist o  any com ination o
de ices su ect only to the e ui ement that the sum o  the RE s o  all the de ices not e ceed i e.
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Le p sent p oduit est con o me au  sp ci ications techni ues applica les d nno ation, Sciences et
eloppement conomi ue Canada

L indice d ui alence de la sonne ie ( ES) se t  indi ue  le nom e ma imal de dispositi s ui peu ent
t e acco d s  une inte ace t l phoni ue. La te minaison d une inte ace peut consiste  en une

com inaison uelcon ue de dispositi s,  la seule condition ue la somme des ES de tous les dispositi s
n e c de pas cin .

E ERG  ST R  og am Re ui ements o  maging E uipment

The E ERG  ST R  og am Re ui ements o  maging E uipment encou age ene gy conse ation
y p omoting ene gy e icient compute s and othe  o ice e uipment.

The p og am acks the de elopment and dissemination o  p oducts that eatu e ene gy sa ing
unctions.

t is an open p og am in hich manu actu e s pa ticipate olunta ily.

Ta geted p oducts a e compute s, monito s, p inte s, acsimiles, copie s, scanne s, and multi unction
de ices. Ene gy Sta  standa ds and logos a e inte nationally uni o m.

This machine is e uipped ith the ollo ing Ene gy Sa e  modes  Ene gy Sa e  mode 1 and Ene gy
Sa e  mode 2.  the machine has een idle o  a ce tain pe iod o  time, the machine automatically
ente s Ene gy Sa e  mode.

The machine eco e s om Ene gy Sa e  mode hen it ecei es a p int o , p ints a ecei ed a , o
hen any key is p essed.

n o mation o  This achine

42



The machine ente s Ene gy Sa e  mode 1 i  the machine has een idle o  a out 30 seconds. t
takes less time to eco e  om Ene gy Sa e  mode 1 than om po e -o  state o  Ene gy Sa e
mode 2, ut po e  consumption is highe  in Ene gy Sa e  mode 1 than in Ene gy Sa e  mode 2.

The machine ente s Ene gy Sa e  mode 2 a te  the pe iod o  time speci ied o  this setting is
passed. o e  consumption is lo e  in Ene gy Sa e  mode 2 than in Ene gy Sa e  mode 1, ut it
takes longe  to eco e  om Ene gy Sa e  mode 2 than om Ene gy Sa e  mode 1.

Ene gy Sa e  mode 1 o e  Consumption 1

44.2 

42.6 

e ault Time 30 seconds

Reco e y Time 1 10 seconds o  less

Ene gy Sa e  mode 2 o e  Consumption 1 1.3 

e ault Time 1 minute

Reco e y Time 1 30 seconds

uple  unction 2 Standa d

1 Reco e y time and po e  consumption may di e  depending on the conditions and en i onment o  the
machine.

2 chie es E ERG  ST R ene gy sa ings  p oduct ully uali ies hen packaged ith (o  used ith) a
duple  t ay and the duple  unction is ena led as an option.

o  details a out Ene gy Sa e  modes, see page 2 7 dminist ato  Tools Settings .

 the machine is in Ene gy Sa e  mode o  24 hou s continuously, the machine automatically
etu ns to no mal state and pe o ms sel -maintenance.
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do e and c o at a e eithe  egiste ed t adema ks o  t adema ks o  do e Systems nco po ated in
the nited States and/o  othe  count ies.

nd oid and Google lay a e t adema ks o  egiste ed t adema ks o  Google nc.

S , T ueType, pp Sto e, and Sa a i a e t adema ks o  pple nc., egiste ed in the .S. and othe
count ies.

i e o  is a egiste ed t adema k o  the ozilla oundation.

i S is a t adema k o  egiste ed t adema k o  Cisco in the .S. and othe  count ies and is used unde
license.

Ja a is a egiste ed t adema k o  acle and/o  its a iliates.

L  is the egiste ed t adema k o  Linus To alds in the .S. and othe  count ies.

ic oso t , indo s , indo s Se e , indo s ista , and nte net E plo e  a e eithe
egiste ed t adema ks o  t adema ks o  ic oso t Co po ation in the nited States and/o  othe

count ies.

op ia and the op ia logo a e t adema ks o  op ia lliance, nc.

CL  is a egiste ed t adema k o  e lett- acka d Company.

R Code is a egiste ed t adema k o  E S  E C R R TE  in Japan and in othe  count ies.

Red at is a egiste ed t adema k o  Red at, nc.

i- i  and i- i i ect  a e egiste ed t adema ks o  i- i lliance.

The p ope  name o  nte net E plo e  6 is ic oso t  nte net E plo e  6.

The p ope  names o  the indo s ope ating systems a e as ollo s

The p oduct names o  indo s ista a e as ollo s

ic oso t  indo s ista  ltimate

ic oso t  indo s ista  usiness

ic oso t  indo s ista  ome emium

ic oso t  indo s ista  ome asic

ic oso t  indo s ista  Ente p ise

The p oduct names o  indo s 7 a e as ollo s

ic oso t  indo s  7 Sta te
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ic oso t  indo s  7 ome emium

ic oso t  indo s  7 o essional

ic oso t  indo s  7 ltimate

ic oso t  indo s  7 Ente p ise

The p oduct names o  indo s 8.1 a e as ollo s

ic oso t  indo s  8.1

ic oso t  indo s  8.1 o

ic oso t  indo s  8.1 Ente p ise

The p oduct names o  indo s 10 a e as ollo s

ic oso t  indo s  10 ome emium

ic oso t  indo s  10 o

ic oso t  indo s  10 Ente p ise

ic oso t  indo s  10 Education

The p oduct names o  indo s Se e  2008 a e as ollo s

ic oso t  indo s Se e  2008 oundation

ic oso t  indo s Se e  2008 Standa d

ic oso t  indo s Se e  2008 Ente p ise

ic oso t  indo s Se e  2008 atacente

ic oso t  indo s Se e  2008 o  tanium- ased Systems

ic oso t  indo s  e  Se e  2008

ic oso t  indo s  C Se e  2008

The p oduct names o  indo s Se e  2008 R2 a e as ollo s

ic oso t  indo s Se e  2008 R2 oundation

ic oso t  indo s Se e  2008 R2 Standa d

ic oso t  indo s Se e  2008 R2 Ente p ise

ic oso t  indo s Se e  2008 R2 atacente

ic oso t  indo s Se e  2008 R2 o  tanium- ased Systems

ic oso t  indo s  e  Se e  R2 2008

ic oso t  indo s  C Se e  R2 2008

The p oduct names o  indo s Se e  2012 a e as ollo s

ic oso t  indo s Se e  2012 oundation

ic oso t  indo s Se e  2012 Essentials

ic oso t  indo s Se e  2012 Standa d
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ic oso t  indo s Se e  2012 atacente

The p oduct names o  indo s Se e  2012 R2 a e as ollo s

ic oso t  indo s Se e  2012 R2 oundation

ic oso t  indo s Se e  2012 R2 Essentials

ic oso t  indo s Se e  2012 R2 Standa d

ic oso t  indo s Se e  2012 R2 atacente

The p oduct names o  indo s Se e  2016 a e as ollo s

ic oso t  indo s Se e  2016 atacente

ic oso t  indo s Se e  2016 Standa d

ic oso t  indo s Se e  2016 Essentials

the  p oduct names used he ein a e o  identi ication pu poses only and might e t adema ks o  thei
especti e companies. e disclaim any and all ights to those ma ks.

ic oso t p oduct sc een shots ep inted ith pe mission om ic oso t Co po ation.
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