Guide for One-Time Authentication

With Ricoh Copiers
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Switch on the device. Hold your key
transponder up to the reader.

ZE

Anmeldetoken bitte kurz an den
Kartenleser halten.
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In the "*User ID" (Benutzer-1D) field, enter
Anmelden
‘Anmeldedaten

your ZEDAT username and password
(Kennwort), just as you do when logging
into computer workstations.

Now press "Login" (Anmelden).
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eingeben oder Karte verwenden A

Karte nicht erkannt.

Anmelden zum Registrieren der Karte.
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~ . Through this (one-time) linking of your
account, you can use your key transponder
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to work at any Ricoh copier at Freie
@ @ @ @ Universitat (copying, printing, and
Dn:kw:gnage Alle Auftrige

e A Fax Over SMTP Scan an E-Mall ScananH: Scanning)_

Hauptmenii

Please log out after each use of the device
@ by pressing "Logout" (Abmelden)!!
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Guide for Copying
With Ricoh Copiers

TS| S\itch on the device. Hold your key

transponder to the reader and press the
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"Copy" button.
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& Kopieren AT document feeder or on the platen glass.
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Informationen
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Drucken

Guide for Printing
With Ricoh Copiers

Drucken
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Exemplare: |1

/ FOLLOWME an DRUCKEN
-2, Bereit
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Abmelden

Druckauftrage - 5 verfiigbar

Microsoft Word — Dokument_1.docx
Microsoft Word — Dokument_2.docx
Microsoft Word — Dokument_3.docx

Microsoft Word — Dokument_4.docx

Microsoft Word — Dokument_5.docx

0 Seite(n)
0 Dokument(e)
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At your workstation, select the print menu
(Drucken) in the desired program.

From the list of available printers, select
"FOLLOWME" and print the document.

Now go to the copier. Hold your key
transponder to the reader and press the
"Print All Jobs" (Alle Auftrage drucken)
button. All pending jobs will now be
printed as preset. If you want to adjust or
delete jobs, press "Show Print Jobs"
(Druckauftrage anzeigen).

You can now select and edit the pending
print jobs and then press "Print"
(Drucken). If you still want to scan or copy,
use the Home button to return to
the main menu.

Please log out of the copier by pressing
"Logout" (Abmelden)!!



Guide for Scanning
With Ricoh Copiers

1.

@ 0 00

Druckauftrage Alle Auftrage

anzeigen drucken Fax Over SMTP Scan an E-Mail
Copy
Status priifen < A

Angemeldet:[M. Mustermann]
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*Netzwerkordner \\user\home\mmustermann\Scan
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Word (docx) — True page

*Dateiname i ewitest_07.052018_11-05-07 ]
[ Ausgabeformat PDF (Searchable) P
PDF (Searchable)
| Excel (xlsx)
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Switch on the device. Hold your key
transponder to the reader and press the
"Scan to H:" (Scan an H:) button on the
display.

Place the document to be scanned into
the document feeder or on the platen
glass.

If necessary, change the desired file
format and then press "Scan".

The document will now be saved in your
home drive (H:) in the "Scan" folder. If
you still want to fax or copy, use the
Home button to return to the
main menu.

Please log out of the copier by pressing
"Logout" (Abmelden)!!



Guide for Using the Scan to E-Mail-Function
With Ricoh Copiers
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Switch on the device.

Hold your key transponder to the
reader and press the "Scan to E-Mail"
(Scan an E-Mail) button on the display.

Place the document to be sent into the
document feeder or on the platen glass.
The document will now be sent
automatically to your email inbox. If
you would like to send it to someone
else as well, enter the corresponding
email address under "Cc:". Make
further changes if necessary and then
press "Scan".

The document will now appear in your
inbox and, if applicable, be sent to the
other person. If you still want to copy or
print, use the Home button to
return to the main menu.

Please log out of the copier by pressing
"Logout" (Abmelden)!!



Guide for Sending a Fax
With Ricoh Copiers

ARTETNES|  Switch on the device.
Hold your key transponder to the
@ @ @ reader and press the "Fax Over
SMTP" button on the display.
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2.

BEEENEY place the document you wish to send
into the document feeder or on the
platen glass. In the "To" (An) field,
enter the recipient's fax number
([Fax number] = FU-internal, O [Fax
number] = Berlin, 0 040 [Fax number]
= Hamburg) and enter the subject in
the "Subject" (Betreff) field. Then
press "Scan".

I *Betreff I

Einstellungen

Auto

Dateitypeinstellung
erat

seral
300 dpi

Status priifen po) A~ () Stopp

3.

The document will now be sent in

P POSteil'galg 1 your name from your personal fax

number. You will receive a

.- transmission confirmation via email
Entwurfe

in your inbox (Posteingang).

If you still want to copy or print, use
the Home button to return to the
main menu.

Please log out of the copier by

pressing "Logout" (Abmelden)!!
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