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Login and Logout

Using Print to Me

Setting Originals and Loading Paper Trays
Using Scan to OneDrive

Making a Copy

Device Status, Misfeeds & Maintenance
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B Login and Logout b

Print release Device functions Scan

Check Status 2 &2

Once your SLC student or staff card is activated, you can go to any RICOH
device on campus to login and release your print jobs, use device functions and
scan to OneDrive.

A Don’t forget to log out by pressing the Log out button
at the top right of the screen or tap your SLC card on the reader.
The device will automatically log out a user after 60 seconds.
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._ Print to Me — Print Queue RICOH

iImagine. change.

STEP 1: Select the SLC Multifunction You can also click on Printer Properties,
Device print queue from the Printer list Properties or Preferences depending on
if it is not already set to default, and the application to access the RICOH driver.
then select Print.

This will allow you to change settings such

&

Print as B&W printing, Colour printing, Stapling
and/or Hole Punching.
Eﬁ Copies: |1 b
Printer
Print
e — <> SLC Multifunction Device
=== SLC Multifunction Device .
2= Ready =7 Ready
2 .
el i > Printer Properties
===w  SLC Multifunction Device
- Heady g




B Secure Printing — Login T

STEP 2:
Touch the screen to come out of energy saving mode. Tap your SLC student or staff card
on the reader at the RICOH device to login.

]
PaperCutMF

Tap your card or enter your login details to continue.

Username
J
Password

PaperCut MF 224 Admin

Check Status ho) “~ - Stop



B Secure Printing — Print all B

STEP 3:
Press Print all to release all print jobs available.

You have 1 print job pending

Print release Device functions Scan

Check Status  Jr %2
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You can also pick and choose
what jobs you want to print by
selecting the Print release icon
after authenticating.

G5, Deny admin's operation, tap here

STEP 1:
Print document

a8 o
STEP 2: — 1 =1
Authenticate at device Print releasp=y Device functions Scan

STEP 3: Check Status ~ #74% ]
Tap Print release.




. Secure Printing — Print release RICOH

imagine. change.

f C
STEP 4: PaperCut MF : 3
’ -
Select checkbox next to the PaperCutMF  Print release
document(s) to print and tap O Selectal o
P ri nt. Microsoft Word - Document!

Account needed, 1 copy, 1-sided, Grayscale, LETTER 4 min. ago >

ierasoft Word - Document!

t needed, 1 copy, 1-sided, Grayscale, LETTER 4 min. ago ’

To delete a print job select the
print job(s) and press the trash
can icon.

Force grayscale & 2_Sided O Printasgrayscale (3 Printas 2-sided
. . . Apr. 06 2021

printing using the checkboxes Check Status_ o ___ 4@

below.

Note: Print Jobs will remain in queue for 24
hours unless they are printed or deleted.




B Secure Printing - Print Settings b

You can adjust the print settings directly from the RICOH device by pushing the arrow next
to the job you wish to adjust. Make the desired changes and press Print.

[ Microsoft Word - Documenti N PaperCutMF G2, Denyadmin's operation, tap here
Account needed, 1 copy, 1-sided, Grayscale, LETTER ’
[
H TncrosﬁﬁWord‘-Docu‘mtlu‘ Grayscale, LETTER ol )(% s iam el Print release
Microsoft Word - Document!
when 6 min. ago Cories = 1+
User rdoyle Duplex mode 1-sided 2-sided
Pages 1 Color mode Color Grayscale
Press Reset to original to Pagestzt LETTEL
return to original job settings. — Cost 3040
Reset to original ]
Check Status '
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Press the Log out button at the top of the screen or tap your SLC student or staff card on
reader to log out.

If you forget to logout, PaperCut will automatically log out after 60 seconds.

PaperCut MF

(-]
PaperCutMF Print release

O Selectall

O Microsoft Word - Document1

Account needed, 1 copy, 1-sided, Grayscale, LETTER 4 min. ago

0O Microsoft Word - Document1

Account needed, 1 copy, 1-sided, Grayscale, LETTER 4 min. ago

[J Printasgrayscale [ Printas 2-sided
Check Status  frea” € “




Setting .Imzag!.gSh)ar!;!
Originals

and Loading
Paper Trays
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Place documents face up
in a readable direction, up
to the feed line on the
document feeder.

Place documents face
down, lined up with
upper left corner




. Loading Originals ot

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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B Scan to OneDrive e

STEP 1:
Touch the screen to come out of energy
saving mode. Tap your SLC student or

staff card on the card reader at the
RICOH device.

Note: The first time use you scan to
OneDrive an email will automatically be
sent to your email account with a

E ‘2' \ OneDrive token acceptance request.
= (E—

Once accepted you will then be able to
L_ scan to OneDrive.

Print release Device functions Scan

Check Status 5ot
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STEP 4:
You can adjust the filename for your
scan by pressing on the Filename field.

& |\PaperCut MF || Copy [Scanner

4]
PaperCutMF  Scan to OneDrive

+ Gl You can also press Settings to change
/ %‘1 the default settings

=300 Cel

Sﬂtms% OR
Press Start scanning.

Check Status




B Scan to OneDrive — Scan Settings
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You can make the following
adjustments in Scan Settings:

Duplex Mode - (Single or 2-Sided)
Paper Size — Letter, Legal Ledger

Auto detect size — Same or Mixed
Sizes

Orientation — Portrait or Landscape
File Type — PDF, JPEG, TIFF
DPI — 200 to 600 DPI (dots per Inch)

Colour Mode — Color, Grayscale or BW

& |[PaperCut MF [ Copy

|[Fax G, Deny admin’s operation, tap here

-]
PaperCutMF  Scan settings

1-sided 2-sided PDF TIFF
Paper size Auto detectsize  DPI
Letter Legal Ledger Same Mixed 200 300 400
Orientation Color mode
Portrait Landscape Color Grayscale B&W
[0 Prompt for more pages
Apr. 06 2021
Check Status 7

JPEG

600

Auto

Once ready press Start
scanning and don'’t forget to
Logout when finished.
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STEP 1: Touch the screen to wake the device. Tap SLC student or staff card to
authenticate at the device

STEP 2: Press the Device functions button
STEP 3: Press Copy.

5, Deny admin's operation, tap here

Paper Tray Info Tray Paper
Esex IO - L oW
D e ®
|3 C I
~— \
[ 5 /
[— (2| No Recetion File 6 6 8
ff i

i@

-
B

Check Status i

Check Status

21



B Color or Black & White e

Copy Ratio Quantity " &

R 100% 1| =

-
=
—*
(o]
(o)
=2
(=]
-

ee Full Color
Paper Select

| 4, Black & White AUtO

=l
v ] L]
v B REEHE
1sided-p2 sided 2 sided—>2 sided 1 sided->Comb 2 orig

Chk Status ;';;ngﬁz — —
I
The default is Black & White. You can choose between Full Color and Auto Color Select

when copying color documents.

\\ q0r yonoj aug RS % /

—S BN —
CmmE

22



. Copy Ratio o S

Tap Copy Ratio to reduce or enlarge a document.

Copy Ratio

100%

Others:
]g-'é’ Admin. is operating remotely ,| \Z| ThIS Optlon

Fit to Paper & cony AN | | allows you to
Size: | 3 AutoColor 100% Quantity choose presets
to allow the Of) et —— 1 e from 25 to 400%,
device to decide | |2 _ Popersize + _ | Zoom in 1%

=i X c :
how to reduce [ [z 73%  Swon S / increments with +

% (] . v X 8 uto =
or enlarge to a 5] | Black & White | 1550, Sxen or -, or enter your

P

particular size ratio directly with

0
that you = A Proc Number Keys.
Ch oose 1 sided—>2 sided Others > 1sided—>Comb 2orig

Ty

Check Status 220




B Quantity prdd

To select how many copies you would like to make, press the + or — to go up or down in
increments of 1 or press the number on the screen to make a keyboard appear and enter
quantity.

G5, Denyadmins operation, tap here
Quantity G e
Enter Quantity “l &
L 1 2 3

)+ | . | |
= <1-999> 4 ‘ 5 6 i

Clear 7 ‘ 8 9 r

N
0
y.

Check Status 22




B 2 Sided/1 Sided
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By default, the copy output is set to 1 sided to 2 sided.

To copy from 1 sided to 1 sided, press the 1 sided->2 sided button to it turn off.

& |[Esystemtiome || Copy | |3, Cannot operate the machine now Jl

Ifdy £ F-a

8% x 11 =

— o —
CCEmE

| g, Black & White
v O O
‘ﬁ»@ [~ |" L
1 sided->2 sided 2sided->2 sided 1 sided->Comb 2 orig

Staple: Top 1 u g @

QOriginal Setting Xis 1 1 @
| | -

1 sided—>2 sided
.

Check Status  [er.y20n

h- [

1 sided—=>2 sided




B 2 Sided/Combine
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Press the 2 Sided/Combine button to make further changes to Original and Output copy

settings.
> 3 PaperCut MF || Copy
& Cory
.9 & | B
2 3 W 2x
) 4 Back&White | 3 1
gL " (¢ - [¢ "L
g 1 sided->2 sided 2 sided->2 sided 1sided->Comb 2 orig
55 ] A
Staple: Top 1 ) Punch: Left3 Staple: Bottom 1
Original Setting : Finishing ‘ Edit/Color IZSidedICumhizt
Check Status it

| & |[PaperCut MF |[Copy

2 Sided/Combine
Original Direction

5

!

Original Setting
@1 Sided
(") Open to Right/Left

(") Open to Top

Check Status ~ &%%™

53, Deny admin’s operation, tap here

Print Side Setting
(1Sided
(® Open to Right/Left

() 0pen to Top

B tooout | |

Combine Settings
B
20nginas 13/
4 Originals
8 Originals
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& Copy

& | B 8AX1T Dol

D

SIELAN " [ - [ |®Ch- [
g Isided>2sided 2sided->2sided 1 sided->Comb 2 orig /

] 9y ]

Staple: Top 1 Punch: Left 3

2 Sided/Combine

Apr. 06 2021
1AM

Check Status

Sort: To turn on Sort in order to collate any
sets of documents, scroll to the bottom of the
screen and select Finishing. Tap the Sort
button, and select the sort option you wish to
use.

< Finishing
Sort/Stack Staple Punch doe
g ) 7] p—
off @M off Off

Aer, 06 20,1
1:09AM

_ Check Status

() Stack

(© Rotate Sort

Check Status ™

)

@

3, Admin. is operating remotely

1 oo
‘, L)
—— -
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@ Copy o Reset
| I /7y ]

ee Full Color
Paper Select

]

g 1 ®

2 ““w

2 - Auto

=] i 3 &3

3 4, Black & White o

g

= : |

FLES[EN " [7 -7 |"[h-@=
1sided->2 sided 2 sided->2 sided 1sided->Comb 29z

I—
I Original Setting m Finishing it/Color | 25d/Comb/Series I
N

CheckStatus  222%  < A ' Stop

If you have a finisher, quick keys for finishing
options of Stapling and/or Hole Punching will
appear at the bottom of the screen.

You can find all the finishing features under
the Finishing button.

& |[PaverCutMF  |(Copy

<« Finishing
Sort/Stack Staple Punch
s il 1
off Off @ Off @

<« Staple
® off
O Top1
(© Bottom 1
O Left2
O Toe2

Check Status o™

3, «dmin. is operating remotely

«  Punch
@ ort
O Left2

() Three Holes Left

O Top2
() Top3

Kl [E] L) (s) =

Check Status i




. Original Size ot

L

o;am ﬂ ﬁm; — —— Tap Original Setting, then Original Size
v button, then select Mixed Sizes when your

- document has letter & legal page sizes in
< Original\etting it

Density

& |[PaperCut Mt |[Cops 0%, Admin. is operating remotely

Qriginal Size Original Type | ¢

] ] .
|5, Denyadmin's uperation, tap here

< Original Size 4 Reset
<—'E] T —
Readable Direction @ Auto Detect o':.o
=
() Mixed Sizes
Check Status o™
() Regular Size

O Custom Size

Check Status 3o’ m




B Make the Copy
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Once ready press the Start
button to begin copying or
press the Reset button to
return all settings back to their
defaults.

Check Status

Mar. 17 2021
09:32AM

Copy Ratio Quantity
~__ | # Auto Color
o) Q Select 1 000/ 1
% 0
2 | +
2| ee Full Color J
= 1 W i Paper Select
gl 2 ® ¢
S| g Back&White | 2 o Auto
" T &
L% O] 0
5§ Ez EZ! - iZ’ <
1sided->2 sided 2 sided->2 sided 1 sided>Comb 2 orig




Device RICOH
status,

imagine. change.

Misfeeds &
Maintenance
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The Check Status light will come on if
there is a paper misfeed or if there is ; m;le [ |
something else that needs attention with Saimbicatd e ot o e

the device. Tap Check Status to review TR -
the problem.

PaperCut MF G5, Deny admin’s operation, tap here

Print release Device functions Scan

C

Mach./Applic. Stat Current Job Maintnc./Inquiry/Mach. Info ‘ p—— _
Check Status | jgusme
Mach. Status Norrmal
Copier No Paper - -
e ) Next to the function, the device
Fax indicates the reason for the error.
Printer Ready
Document Server No Paper

Check Status ) 4 () Stop



B Misfeeds o S

Follow the on the screen instructions that show step-by-step how to remove the misfed
paper. If the problem persists after attempting to resolve the issue, please email
its@sl.on.ca for support.

(Joo1)

& Paper Misfeed

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

8% Paper Misfeed

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

(Joot)

P Guidance: Remove Paper (©)

Push up the lever on the right side of the
machine to apen Richt Cover,

Push up the lever on the risht side of the
rnachine to open Right Cover.

8% 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,




._ Technical Support
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For technical support please use the contact information
below. Please be prepared to provide the RICOH device
location and serial number located on the front of the device.

Students

P

(]

slc.me@sl.on.ca

SLC extension 1000

Staff / Faculty

FaX

K

its@sl.on.ca

SLC extension 4357

34
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