Device Installation Guide
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1.1 Network Settings

Using the Network Setup Wizard
on the device Operation Panel.



._ Using the Setup Wizard on the device.

= Nz

+«—— | Touch Settings.
User Guide Address Book Copier (Classic) Settings
(EEE © o
Printer Printer (Classic) Scanner (Classic)

Change Language |

- |
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If Basic Settings button does not appear

I Login
Settings Q  serchAl please select login button and login with
P> Copier / Document m- Change Language admln Credentlals age 11 .
' pdd Server Settings i Language -~
E System Settings

B priner setins i ey

Enter user name and password to log in.

‘ , ‘ User N | admi .
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Password |
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._ Using the Setup Wizard on the device.

Basic Settings When Installing

Settings required when installing can be made easily.

‘ Installation Settings

1. Select Installation Settings.

‘ Firmware Update

( & JMachine Administrator

After you have finished making the settings you require
then press [Set Up Complete].

Basic Settings

Set Up Complete

2. Followed by Network Settings.




._ Using the Setup Wizard on the device.

( & JMachine Administrator J Logout

Wired LAN

Connect the LAN cable to the machine.

1. Select Next.

2. Select either Auto-Obtain (DHCP) or

( & |Machine Administrator g . .
IP Address / Manual Setting as required.

O Auto-Obtain (DHCP) /T
Manual Setting
< e @4— 3. Select Next.




._ Using the Setup Wizard on the device.

Logout

[ & JMachine Administrator

Manual Setting
IP Address 0.0.0.0
< Subnet Mask 0.0.0.0 >
Back Gateway Address 0.0.0.0 it
DNS Configuration 0.0.0.0
] + Pause 1 2 ABC 3 DEF
. Wait 4 GHI 5 KL 6 MNO
( ) N 7 PQRS 8 w 9 wxyz
* 0+ #

1. Select each option in turn and set as required.

2. As you select each option a pop up will appear with its

current setting.

Touch to enter.

@ O . O . 0

As you select each option a pop-up keyboard will appear.




._ Using the Setup Wizard on the device. -

By default, the Proxy Setting is Off, if no Proxy Settings

[ & JMachine Administrator ' D Logout

Eroxy Settings are required, leave set to Off and select Next.

If Proxy Settings are required, please select On and move to the
next step below.

(O /
@

Select each option in turn and set as required.

( & JMachine Administrator ' J Logout

Proxy Settings: Details

Proxy Address

As you select each option, use the pop-up keyboard that

< Port Number 0 ) @ appears to complete each setting.

User Name

A Once all settings are correct, touch Next.




._ Using the Setup Wizard on the device.

[ & JMachine Administrator (=, Admin. is operating remotely
Check Internet Connection

Finally, touch Connection Test.

Test to confirm there is an internet connection.

Connection Test Skip

Logout

[ & JMachine Administrator
Check Internet Connection

< &

Back The connection is working.

If all is well, touch OK. If the connection fails, please
check IP address, Gateway and Subnet Mask are correct

and test again.
If this still fails, please refer to your IT team to investigate

further.




._ Using the Setup Wizard on the device. -

( & JMachine Administrator 7 Logout

The network settings have been completed.

1. The device is now setup on the network.

2. Touch Exit.

[ & ]Machine Administrator D Logout

After you have finished making the settings you require
then press [Set Up Complete].

% 3. Touch Set Up Complete to exit.

Basic Settings Network Settings
_ ——

g Set Up Complete 2
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. Default Login information for panel types.
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1.2 Network Settings

Obtaining a Ricoh device IP Address



B control Panel types -

It will be important to identify the type of operation panel your Ricoh
device has installed and the version of software running on this panel.

Broadly speaking your Ricoh device will have one of several types of operation panel.
1. A panel with hard, pressable buttons (legacy).
2. A panel that has No buttons and runs Android (Smart Operation Panel).

3. Apanel that has No buttons and runs Android (Smart Operation Panel with ACT)
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B ACT Whatis ACT ?

ACT, stands for Always Current Technology.

ACT allows the control panel to always have the latest software and applications

available to a customer without the need for a technician to visit site to physically
Install the apps or software.

It will be important to ascertain which version of ACT the panel is running in order
to setup and configure a device.
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B control panel types & accessing Settings -

Login C

Depending on the control panel type the procedure will differ slightly.

/)
e Y
User Guide Address Book | Settings Quick Scanner . :
t | If you have a smart control panel (Android type) with NO buttons

~ on the panel then please use the procedure on the next page.
( m ¢
Copier (Classic) Scanner (Classic) (loud Fax Contvtor
' 0 On the MP Cxx04 range the Settings icon will be called User Tools
Change Language \!} 5 &
| L;,;Efzge ‘ Web Browser | " Web Browser NX Cloud Apps @ %

User Tools

If you have a control panel WITH buttons on the panel, then
please use the procedures from page 17 onward.

This button may be on the top left or
top right-hand side of the Operation
Panel but will look similar to this.
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Accessing User Tools. -

If you have a panel WITH buttons please locate (as this might be on the
left or right hand side of the panel) and press the User Tools button.

Example Top left hand side of the panel

User Tools/Counter

—_—

e

| @ Copy

©
g
g I
!l

o || [racsmie ]

nkztlng-
@ @ recorae || (5P

Quick Scanner Print/Scan (Memory Quick Print Release
Storage Device)

l_!_! % 47 @ If you have a panel with NO buttons (SOP) please
User Guide User Tools Address Book Application Site Ioca‘te and preSS the User T00|3/Sett|ngs Icon

Manaycment

> 9 @

Scanner (Classic) Document Server Web Browser

4
o

Check Status
17



B Control Panel type User Tools/Settings

After accessing User Tools / Settings you can see the three different panel types.
Each will give you a different looking set of menu options.

€ User Tools / Counter / Inquiry

Copier / Docurnent Server © ;
= % Features C)% English

(0‘ System Settings
Facsimile Features m Inauiry

D
Printer Features

Scanner Features

ﬁ Maintenance
@ Counter

This is a legacy / pre-ACT display.

If you have this display, please select
System Settings & proceed to the
next step.

%’ Settings

Screen Features Settings
The languages and system settings for Screen device can be made.

Machine Features Settings
Each application's settings and system settings of the machine can be set.

Counter
The total amount of printed paper can be displayed and printed out.

Inquiry
The contact information for maintenance can be displayed and printed out

Address Book
The user information and destinations can be programmed, changed and deleted.

Tray Paper Settings

Settings for the paper tray, paper type and its size, can be made.

Basic Settings When Installing
Settings required when installing can be made easily.

Basic Settings for Extended Devices

This is an ACT display

If you have this display, please select
Machine Feature Settings & proceed
to the next step.

Settings Q  SearchAl

% Coier / Document m-  Change Language
Server Settings Cud Language

ﬂSystem Settings

B Address Book
D Tray/Paper Settings

Basic Settings
When Installing

Fax Settings 1 Inuiry
g Printer Settings

(g Scanner Settings Counter

Y Maintenance

This is an ACT 1.1 or later display
If you have this display, please select
System Settings & proceed to page 22.
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B Accessing User Tools / Settings

€ Settings

e

System Settinas

Copier / Document Server
SeTTTgs

Q Printer Settinas
Scanner Settings

-+

&

Maintenance

X System Settings

General Tray Paper Timer Interface
Features Settings Settings Settings

File \ | Administrator
Transfer Tools

1. Touch and select System Settings.

2. Touch and select Interface Settings.

IRestnre Defaults I Print List

Specify

I Machine IPv4 Address | DNS Configuration
I IPvé Gateway Address I DDNS Configuration
| Machine IPv6 Address l | IPsec

I IPv6 Gateway Address [ Domain Narne

I IPy6 Stateless Address Autoconfiouration | WINS Configuration
| |

DHCPY6 Confiauration |

Effective Protocol

175

HV Next l

3. Please select Print List.
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| Printing Network Settings -

Press the Start key to print the interface
settings List. Now please press the Green / Start button

to print a list of network settings.

Cancel

The device will now print several sheets containing ALL of the
network settings for the device. On this sheet, please look for :-

IPv4 Address, Subnet Mask, Gateway Address and DNS settings.

20



B Exit User Tools / Settings

L System Settings Touch and select Exit to return
‘ General Tray Paper Tirner Interface w File VAdministrator\ tO the home screen.
Features Settings Settings Settings Transfer Tools

Network/USB | Restore Defaults | I Print List l
Machine IPv4 Address DS Configuration
4] 0 0

[Pvé Gateway Address

DDNS Configuration

| |
| |
| Machine IPv6 Address | IPsec _
| IPv6 Gateway Address _ [ Domain Narne _
| |
| |

|Pv6 Stateless Address Autoconfiouration  EEYSiRREE

WINS Configuration

Effective Protocol

DHCPv6 Configuration

1./3 ’ HY Next
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B Android panel (with ACT1.1)

Settings (Q  serchAl )
% Copier / Document m- Change Language
Server Settings ‘ Cud Language .
Eoyostensettiss 1. Please select System Settings.
L~ Fax Settings i Inauiry
BAddress Book Printer Settings ? Maintenance
‘DTray/Paper Settings ‘ @7 Scanner Settings Counter
Basic Settings
When Installing
ESystem Settings (Q  sewchAl ) BacktoSettinos Menu
st ot < | Display/Input
Machine Display >
Date/Time/Timer Key/Keyboard/Input Assistance >
Sound
Network/Interface < 2 Select Networkllnterface
Send (Email/Folder)
Settings for Administrator

Machine/Control Panel
22



| Printing Network Settings

E System Settings (Q Search All ) Back to Settings Menu
Display/neut | € Network/Interface
Machine IP Address (IPv&) >| 1. Now please scroll down to find Print List.
DRRE T me/Tier | 1P Address aPve) >
. DNS Configuration Specify
Network/Interf
AT DDNS Configuration Active
Send (Email/Folder) o
, WINS Configuration Off
Settings for Administrator .
: Machine Name RICOH IM (3000
Machine/Control Panel
a System Settings (Q Search All ) Back to Settings Menu
Display/Input | | €< | Network/Interface
Machine Uob FUIL ACLIVE
Date/Time/Timer USB Speed Auto Select
Sound DIPRINT Timeout Period 300 second(s)
Network/Interface ggrc::nnected Nebwork Instruction Do not Display
e EmallFalckn |\ Prnt List - Ih 2. Select Print List.
Settings for Administrator Restore Factory Defaults for Network/Interface Settings
Machine/Control Panel |
PR i s 23




Printing Network Settings.

o Press [Start] to print the interface settings list.

Printing..
Please wait.
\

=)

E System Settings

Display/Input
Machine
Date/Time/Timer
Sound

m Network/Interface

‘ Send (Email/Folder)

Settings for Administrator

Machine/_Control Panel

1. Touch Start and the device will print several sheets with all the

network information on.

CQ Search All )I Back to Settings Menu <=

| < | Network/Interface

Uab rult ACLIVE

USB Speed Auto Select
DIPRINT Timeout Period 300 second(s)
Unconnected Network Instruction :
Screen Do not Display
Print List

Restore Factory Defaults for Network/Interface Settings

2. After the sheets are
printed, please select Back
to Settings Menu and
continue to exit out of
System Settings.
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1.3 Network Settings

SMTP configuration for scan
to email using WIM



._ Contents

This guide will walk you through setting all of the settings required for most
Scan to Email scenarios.

1. Browsing to the device using a web browser and the device IP.

2. Logging in to the admin portal (WIM).

3. Setting the Administrators Email address, this is the address/account used to send an email.
4. Setting up and authenticating to the SMTP server.

5. Setting the IPv4 Gateway and DNS.

6. Setting the SSL/TLS settings.
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. 1. Browse for the device on the network -

G Google X + ("] = X

€ C O |6 booglecouk - HAlO N ° §

About  Store

Using any web browser, type
the IP address or hostname for
your device in the address bar

followed by enter.

J

Q. Search Google or type a URL

United Kingdom

Advertising ~ Business  How Search works \ Carbon neutral since 2007 Privacy  Terms  Settings

28



. 2. Web Image Monitor (WIM), the web portal for the device -

RICOH 1M €3000 web Image Monitor

44444

-
- ; :
i Please click on Login.
Alert Status @ s‘f
e L You should now see a similar screen to this,
depending on your exact model of device.
RICOH

Web Image Monitor

Login User Name : [admin

Please type your administrator credentials page 38

4&

Login Password : |[eseccccccss
h- - - :
) ' Please click on Login.
Cancel .

If you are unable to login with the above
credentials, please contact Ricoh on
03301230311 option 2 (service) and raise a call
with the helpdesk.




3. Device Management

Eu -
RICOH M C3000 web image Monitor . Logout

& 7 t B Administrator

1 Home

Swit A
M Device Name : RICOH IM C3000 B Comment

vosthiame s ropse3s Under Device Management,

Confi ti .
ellEECL mart Operation Panel o

diress Book click on Configuration.
Central Management 1

Main Power Off

L]
1 status/Information 3

ﬁk

@ Device Management

E Print Job/Stored File 4

"M Convenient Links

Reset Printer Job

Reset the Machine

Screan Monitoring | i(—]
. =
Remote Panel Operation [—]
(—]
-
« Home
Configuration
L Back
r. Screen \ Interface
° W Screen W Interface Settings
* Device Settings n Network
W System - IPv4
= Paper = IPvE
W Date/Time - sMB
= Timer - SNMP
W Logs W SNMPV3
= Download Logs m SSDP
o D -fo = Bonjour CI k E I
< ICK ONn EmMaill.
RUTO S otnication W System Log

LDAP Server m Root Certificate

Firmware Update W Device Certificate
Auto Firmware Update m S/MIME 30

= On-demand Email Notification

= File Transfer ) Security

= Conditions to Search Address Book . ® To use this machine safely
W User Authentication Management m network Security

= Administrator Authentication Management ® Access Control

W program/Change Administrator W IPP Authentication

= print Volume Use Limitation = SSU/TLS

-

-

-



. 3. Administrator Email address

RICOH |M C3000 webImage Monitor

1 Home

[ Q9 | 2 | 1 | =) Logout

= ¢ E Administrator

Email

OK | Cancel

B Administrator Email Address

B Auto Specify Sender Name

Create Email Signature

N Signature

B Image of Signature
N Signature Image Preview

Reception

B Reception Protocol

@Refresh @ Y

1. Type Administrators email

! address here.

:| Change

: Mot uploaded

[pors ]

™ | 2. Now please select

Auto Specify Sender Name On.

Please scroll down to the SMTP section.
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. 4. Authenticating to the SMTP server -

SMTP

1. Type the SMTP server name.
B SMTP Server Name | “ r For example smtp.office365.com
® SMTP Port No. :| 587 « = — ”
W Use SEciirs Connesten (SS))  : @on OO . Set port No. as required by SMTP provider
B SMTP Authentication . ®@on Ooff
W SMTP Auth. Email Address | ) | 3. Please populate these two fields as per
B SMTP Auth. User Name | T ' your SMTP provider.
W SMTP Auth. Password | Change | | |
M SMTP Auth. Encryption :|Inactive v ‘ 4. Please click Ch_ange and set SMTP
passwords as required by SMTP provider.
] 5. Please now scroll to the bottom of the
oK +«—Ganeel— . )
page and click OK to save settings.
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._ Gateway and DNS settings for name resolution

Q211 |- Logout

RICOH M C3000 web Image Monitor 2 2 + B Administrator

41 Home
[ | Devicfa Name : RICOH IM C3000 B Comment : U nder Devi ce Man ag em ent’

L]
1 status/Information

®— P - — B Host Name . RNPS838
: Configuration < - & & =
Device Management mart Operation Panel Il k N n fl g ration
E Address Book C C O CO u at O a
Print Job/Stored File  »
Central Management T
\A Convenient Links Main Power Off
Reset Printer Job
Reset the Machine i
Screen Monitoring (]
=
Remote Panel Operation —
A

Configuration

[ Back

Screen \ Interface
W Interface Settings

W Screen

-

Device Settings Network .
S =k “ - Please click IPv4.
= Paper =

W Date/Time m.sMB

= Timer -_SNMe

= Logs =m SNMPV3

= Download Logs = ssop

m SYSLOG Transfer | Bonjour

m Email = AirPrint

W Auto Email Notification = System Log

m on-demand Email Notification

m File Transfer )  Security

W Conditions to Search Address Book ¥ W To use this machine safely

W User Authentication Management = Network Security

m Administrator Authentication Management W Access Control

m program/Change Administrator = IPP Authentication

W print Volume Use Limitation = SsL/TLS

W | DAP Server = Root Certificate 33
m Firmware Update W Device Certificate



._ 5. Gateway & DNS Servers (if not already populated)

|
RICOH IM C3000 webImage Monitor - -

Administrator

1 Home
B WINS » [V Active ® Inactive
M Primary WINS Server *  :|0.0.0.0 | (0.0.0.0) q
B Secondary WINS Server * . |D.D.D.D ||{D.D.D.D]l
W LLMNR : @ Active () Inactive
B Scope ID ¥ : | ||:j|
Details

B Default Gatew ay Address * : |

<
« {

1. Ensure the correct Gateway Address.

B DNS Server :  Auto-Obtain (DHCP) ® Specify
Auto-Obtain (DHCP)
DNS Serverl(DHCP) » 0.0.0.0
DMS ServerZ(DHCP) » 0.0.0.0
DNS Server3 The parameter setting will be updated only when [Auto-C
Specify
DNS Serverl : [ |T e parameter setting will be updated only when [Specif p
== - 2. Ensure the DNS Server is correct.
DMNS Server? 3 | |
DNS Server3 :[0.0.0.0 | J
N LPR . (@ Active [ )Inactive
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. The configuration is nearly complete

W LPR : (@ Active () Inactive
B RSH/RCP : (@ Active () Inactive
B DIPRINT : (@ Active () Inactive
B DIPRINT Timeout Period : |300 seconds
H FTP : (@ Active () Inactive
B WSD (Device) : (@ Active () Inactive
B WSD (Printer) : (@ Active () Inactive
B WSD (Scanner) : (@ Active () Inactive
B WSD (Encrypted Communication of Device) : () Active ® Inactive
m IPP : (® Active () Inactive
B \WSD (Printer)/IPP Timeout : seconds
N RHEP : (@ Active () Inactive

0K +—m : | Click OK I .
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6. SSL/TLS configuration

Configuration

L2

1

Screen

W Screen

Device Settings

B System

B Paper

B Date/Time

B Timer

B Logs

B Download Logs

B SYSLOG Transfer

B Email

B Auto Email Notification

B On-demand Email Notification

B File Transfer

B Conditions to Search Address Book
B User Authentication Management
B Administrator Authentication Management
B Program/Change Administrator

B Print Volume Use Limitation

B LDAP Server

B Firmware Update

B SSL/TLS <

Interface

B Interface Settings

Network

B IPv4

B IPv6

B SMB

B SNMP

B SNMPv3

B SSDP

B Bonjour

B AirPrint

B System Log

Security

B To use this machine safely
B Network Security

B Access Control

B PP Authentication

ROOt Certificate
B Device Certificate

Please click SSL/TLS.
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6. SSL/TLS settings

RICOH IM C3000 eb image Monitor

_4 Home

SSL/TLS

‘ OK I Cancel ‘

W SSL/TLS

IPv4
IPV6

W Permit SSL/TLS Communicatid
W Certificate Status
W SSL/TLS Version

TLS1.2
TLS1.1
TLS1.0

SSL3.0

¢ @ Active O Inactive

¢ @ Active O Inactive

: | Ciphertext/Cleartext v

: Installed

: @ Active O Inactive
: O Active @ Inactive

: O Active @ Inactive

O Active @ Inactive

B Encryption Strength Setting
AES
3DES
RC4
B KEY EXCHANGE
RSA
B DIGEST
SHA1

: B 128bit B 256bit
: 4 168bit
: [ 128bit

¢ @ Active O Inactive

¢ @ Active O Inactive

a

Q 74 i =} Logout

& "2 1 B Administrator

] Refresh .\'?)

This example will work with most providers.

Please select all the correct
settings for your SMTP host.

oK S

Now click OK.

37




. Default Admin credentials -

Depending on the device you have this could be either:-
admin with no password or
admin with system@emea as the password.

If you are unable to login with the above
credentials, please contact Ricoh on
03301230311 option 2 (service) and raise a call
with the helpdesk.
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2.1 Address Book

Backing up and restoring a
Ricoh MFD Address Book



._ Why make a backup of my address book ? -

It is recommended to make a backup of your device Address Book
from time to time, this will aid in the recovery of your address book
entries in the event of an accidental loss or a hardware failure of

your device.

This guide will walk through the process to make a backup and restore it :-

Using the IP address of the device and performing the backup/restore using
the inbuilt web interface Web Image Monitor (WIM).
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B Browsing into Web Image Monitor (WIM) -

€ Cc 0 (ﬂ booglecc.uk

About  Store

Enter the IP address for your device in
the browser address bar.

(==

Q. Search Google or type a URL

Ensure you remove everything in the address bar before typing in the IP address.

42



B Accessing WIM of your device

RICOH 1M €3000 wep image Monitor

« Home
[English v| [Switch] @J Refresh (2)
i Status/Information »| | W Device Name : RICOH IM C3000 u Comment .
B Location : W Host Name : RNP5838791B7A5A
B Control Panel : Smart Operation Panel

Click Login and login with admin
as the username and the admin
Alert Status password_

o "

u Alert B System Status OK
W Messages (2item(s)) 10.146.125.105 B Toner | Status OK
Hoct Name: RNER3370107554 B Waste Toner Bottle  ,; Status OK

B Input Tray | Status OK

B Qutput Tray J Status OK

L Check Details
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Bl Accessing the Address Book (via WIM)

RICOH IM C3000 \web image Monitor

Once logged in as admin.

_4 Home
_i Status/Information » m Device Name : RICOH IM C3000
= Location 3
@ Device Management » = ControTPanel : Smart Operation Panel r
@ Print Job/Stored File >

| s Convenient Links

RICOH IM C3000 \web Image Monitor

4+ Home

1. Hover over Device Management.

i Status/Information » m Device Name : RICOH IM C3000

ion I

: n]art Operation Panel

@ Device Management »

Address Book

E] Print Job/Stored File

Central Management

I WA Convenient Links Malm Power/ Ot

Reset Printer Job

Reset the Machine
Screen Monitoring

Remote Panel Operation

2. Click Address Book.
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B Backing up your Address Book

RICOH IM €3000 e image Monitor

{ Home

Address List (Display All Items)

[ bk |

{¥)y |Maintenance

With Easy Input you can edit the Address Book with a wizard method but you cannot edit alk

With Detail Input you can edit all items.
Easy Input || Detail Input

@Add User zjﬁange @Delete @,\ad Group

Completed B

Selectedd

[y ] Maintenance ) &

Q214 Logout
& *7 1 © Administrator

@J Refresh w\?) r

To Address List (Display Specified No.of Items) >>

0/ 0item(s)

Select All [Deselect Alll | user(s) : 0/ 2000 item(s) = Group(s) : 0/ 100 item(s) = Programmed User Code : 0 / 1000 item(s)

| Typew | Registration No.» | Namew | User Codew | Date Last Usedw | Fax Destinationw | Email Addressv | Foldery

Back

Back

]

RICOH IM C3000 \web image Monitor

4 Home
Maintenance
[ 6K [ éancelu

Back Up/Restore Address Book

m Encryption Key Enter an encryption key if

il = |

| \Backup;‘
kup file by saving Address Book in the device to PC.

[Restore|
Restores a backup file.

Auto Delete User in Address Book

m Auto Delete : Oon @ off

1. Click Maintenance.

2. Click Backup.

The backup file will download into your
browser default download folder.

It wi | | b e xxxaudfée d wih@xx e
is the model of your device.

0 h

L] RICOH IM C3000_a....udf
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._ Restoring from a backup copy of your Address Book -

RICOH IM C3000 web image Monitor

+ Home

Maintenance

l OK l Cancel

Back Up/Restore Address Book
m Encryption Key

Auto Delete User in Address Book

m Auto Delete

RICOH IM C3000 \veb image Monitor

¢« Home

Restore

To specify a backup fi
m Check Backup File

Are you sure you want to start restoring the address book?
Some address settings using address boock may be cleared.

1. Click the Restore option.

2. Click Choose File, point to the backup file
already downloaded.

Restoring...

OK

Cancel

Restore

@ Confirm

Restoration was completed. Address Book has been updated.

oK J

Whilst restoring, the following
images will be displayed during
the process.

The Address Book is now restored.
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2.2 Address Book

Adding an entry to your Ricoh
device Address Book for scanning



B Adding an entry to the Address Book -

This guide will cover four methods of adding an Address Book entry.

1. Using Web Image Monitor (\WIM).

2. Using the operation panel Address Book icon for scan to email.

3. Installing the Scan to Folder Configurator Tool for scan to folder.

This uses an application that is installed onto your PC.

4. Installing the Scan to Folder Helper app for scan to folder.

This uses an application that is installed onto the devices operation panel.
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B 1. Adding an entry using WIM -

This section will walk you through adding an entry to the address book using
the Web Image Monitor (WIM).

You will need to know the IP address for your device to use this method.
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B 1. Browse for the device on the network

3 c 0

About  Store

] boogie‘cc.uk

Q. Search Google or type a URL

(==

Using any web browser, type the
IP address or hostname for your
device in the address bar
followed by enter.
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B The web portal for the device

RICOH 1M €3000 web Image Monitor

44444

-
-
i Please click on Login.
Alert Status @ s(f
e L You should now see a similar screen to this,
depending on your exact model of device.
RICOH

Web Image Monitor

Login User Name : [admin

Please type your administrator credentials.

4k
=

Login Password : |[eseccccccss
-Lo in . 5 .
= « I Please click on Login.
Cancel

If you are unable to login with the above
credentials, please contact Ricoh on
03301230311 option 2 (service) and

raise a call with the helpdesk.
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B Adding Users to the Address Book

i Status/Information 3 B Device Name : RICOH IM C3000 B Comment

: B Host Name

@ veice Management » mart Operation Panel Hover the mouse over Device Management
dd k < T

] printsobistored e » I and select Address Book.
Central Management T

"M convenient Links Main Power Off ?
Reset Printer Job

Reset the Machine

Screen Monitoring

]uu 00

Remote Panel Operation

With Easy Input you can edit the Address Book with a wizard method but you cannot edit all items.
With Detail Input you can edit all items.

Easy Input ‘ Detail Input ‘ (Tgi:gjlg;ess List S I Ad d U
Ky = i elect ser.
£*|add User @Chﬂﬂge @Delete @Add Group |™1 |Maintenance @Centrzﬂ Management ‘I’t'é":n‘;g?;”'”'

Completed | 2 [ 2 item(s)

SelectedD | Select All H Deselect Al ‘ User(s) : 2/ 2000 item(s) = Group(s) : 0/ 100 item(s)

Programmed User Code : 0/ 1000 item(s)

‘ ‘ Type ¥ ‘ Registration No. & ‘ Name ¥ | User Code v ‘ Date Last Used v | Email Address v Folder 53



B Configuring the email address

Add User ® 1. Select Email Destination.

Select item(s) to register, then press [Go to Mext].

User Information

+| Basic Information Basic information such as Registration No. or Nam

| Email Destination

[IFolder Destination Information about network folder can be registered.

2. Select Go to Next.

Email destination can be registerad.

3. Enter the name as you wish it
to be displayed on the tile in the

Go to Next | | Cancel Address BOOk
Basic Inf tion Email Destinati Confi i i
asic Information Email Destination  Confirm As displayed in the Address Book on the panel.
Stepl.Basic Information @ Address Book Exit
; ; f 3 8/2000
View All v Sort by Display Name ¥ .
Enter items. The name entered in [Key Display] will be displayed on the destination key on thgfontrol panel. 223 0/100 & Reglster
<
B Registration No.(Required) :|UUDU3 | ~ Er:eq A5 [ BF R | 1K LCI;AN OPQIRET VK| X2 | 222 Create Group
alv ris +
4. Select Go B Name(Required) Kevin | | 00002  =mm 00004 = mm
> Dan Deborah
to Next B Key Display Kov ~; i 00005 = e | 00003 e
Kev Scans
m Title 1 ) 00007 = . 00008 =
e ' v Steve dave
H Title 2 [ hone w 00006 = - 00001 =
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B Adding an email address

1 (2 © "

Basic Information Email Destination Confirm
Registration

SrEr A Vsl @ — | 1. Enter a valid email address.
Enter the email address. l
e
B Email Address(Required) | P— _ )<|
@egister as both a destination and a sender <= T 2. Ensure thlS iS U ntl C ked .

Back || Go to Next || 4—emmee— 3. Select Go to Next.

I b di

1 (2 © 8

Basic Information Email Destination Confirm
Registration

Step3.Confirm Registration Q?)
checktems enpress (00 4. Ensure the email address is correct.
W Add to Freq. : On ~

Email Destination
B Email Address I

Folder Destination 5. If all is correct, click OK to save.
Back Ii oK I (e v
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B Setup complete

QI ? 1 | =) Logout
RICOH M C3000 web Image Monitor = .2 ¢ B Administratos
<« Home 4 T
Address List (Display All Items) (©JRefresh (2)
| Back

With Easy Input you can edit the Address Book with a wizard method but you cannot edit all items.
With Detail Input you can edit all items.

To Address List

Easy Input | | Detail Input g
— — (Display
flAdd user || # |Change T |Delete |jh+|Add Group |{™¥ |Ma|ntenance "2 |Central Management Hems) 5o

Selected0 | Select All I [ Deselect All 1 User(s) : 3 /2000 item(s)  Group(s) : 0 / 100 item(s)

Programmed User Code : 0 / 1000 item(s)

Type ¥ | Registration No. | Name v | User Code v | Date Last Used v | Email Address ¥ Folder »
LT T LI ! B e T S PR T rowrare LT
AN 3 00003 Kevin - 24/07/2020 13:47 kevin@test-email.com . --- Vv

< >
. Back |

You can now click Home.

If further entries are

required, click Add User and

continue to add further
entries.

Please check scanning functionality by using the scanning app to send a test scan to email.
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B 2. Adding an entry using the Address Book -

This section will walk you through adding an entry to the address book using the
Address Book icon on the operation panel.

Address Book
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B 2. Adding an entry using the Address Book

[
: + -
User Guide Address Book Copier (Classic) ’ Settings Se I eCt the Ad d ress B 00 k Icon.
(e O ©.5
Printer Printer (Classic) Scanner (Classic)
Change Language
Language @

Address Book

a 7/2000

‘VViewAll v | | Sortby Display Name v‘ 222 0/100 | Select Reg|ster

Freq AB (D EF GH UK LMN OPQ RST UVW XYZ +¥

Calv Chris
00002 00004 =
Dan Deborah

| 00005 00003 =
Kev Steve
00007 00006 =
dave
00001

03 Aug. 2021
14:39
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B 2. Adding an entry using the Address Book -

Register: Cancel

Name CL Destinations User Management / Others

Name * Required Touch to Enter <0/20>

Display Name Touch to Enter <0/16>

Select title to display.
Title 1

‘»Freq‘ AB\CD} £F ‘GH ‘ 1K ‘LMNHOPQ‘! RST‘UVW}XYZ‘

Title 2

03 Aug. 2021
1441

Select Name followed by Display Name and
enter details with the pop-up keyboard.

@ z X c v b n m ! ? @
EXN .
B

Display Name will be the name that appears in
the Atil eo of the Addr

Adress ook

a 8/2000 |

View All b \ Sort by Display Name v 232 0/100 ‘ 2. Register
N

Freq AB CD EF GH 1K LMN OPQ RST UVW XYZ +¥ ‘

Calv Chris 2% Create Group
| 00002 = 00004 = .

Dan Deborah ‘

00005 = - | 00003 = -

Kev Scans

00007 = - 00008 =

Steve dave

00006 = - | 00001 = .
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B Adding an entry using the Address Book.

Register:

Cancel

Destinations User Management / Others

=

‘ B4 Email Address

‘ W= Folder

03 Aug. 2021
14.:42

Please ensure this
option is unticked.

Select Email Address.

Not Registered

Not Registered

Email Address: Cancel

Email Address % Required Touch to Enter

<0/128>

Add the Email Address here using
the pop-up keyboard.

P ] Use agSender

03 Aug. 2021
14.:43

27 Jul. 2021
12:07
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Once you have successfully added an entry, please
check the entry appears as you would expect but
also try a test scan. If the entry does not appear as
you would expect or indeed fails to work, please
select the Edit button and check ALL of the settings
are correct.
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