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imagio Neo
350/450 Series

Operating Instructions
Security Reference

For safety, please read this manual carefully before you use this product and keep it
handy for future reference



Introduction

This manual contains detailed instructions on the operation and maintenance of this machine. To get
maximum versatility from this machine all operators should carefully read and follow the instructions in
this manual. Please keep this manual in a handy place near the machine.

Please read the Safety Information in the Copy Reference manual before using this machine. It con-
tains important information related to USER SAFETY and PREVENTING EQUIPMENT PROBLEMS.

Important

Parts of this manual are subject to change without prior notice. In no event will the company be liable
for direct, indirect, special, incidental, or consequential damages as a result of handling or operating
the machine.

Warning:

Use of controls or adjustment or performance of procedures other than those specified in this manual
might result in hazardous radiation exposure.

Trademarks

Microsoft®, Windows® and Windows NT® are registered trademarks of Microsoft Corporation in the
United States and/or other countries.

AppleTalk, Apple, Macintosh, Mac and TrueType are registered trademarks of Apple Computer, Incor-
porated.

Other product names used herein are for identification purposes only and might be trademarks of their
respective companies. We disclaim any and all rights in those marks.

Some illustrations in this manual might be slightly different from the machine.
Certain options might not be available in some countries. For details, please contact your local dealer.
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ISO15408 Security Capability

The security mode of imagio Neo 350/450 series are compliant with ISO/IEC
15408 (level:EAL3) standards. Users requiring security control must use this ma-

chine in security mode.

Unauthorized copying and access through customer networks reduces docu-
ment security. Confidential documents should be protected using security

modes.

To enable security modes, contact an engineer through your sales or service rep-

resentative.

Refer to the version of software in the following table to see if the products you
are using are certified models or not. Contact your sales or service representative

to check which version of software is installed on the machine.

Certified Version
System/Copy 523 Printer Application 3.02
NIB 1.79 Scanner Application |2.24
Net File Application |2.19 Remote Fax Application | 5.20.1
Fax Application 521.0 FCU Dver 07.00.00
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Security Settings

Operating Conditions

This machine has two modes: normal,
and security-enhanced mode. “Secu-
rity Functions of This Machine” are
available only in security mode.

In General Office

e The machine is located in a room

and connected to a telephone line
Security modes operate on the or an internal network.

premise that the machine is used un-

der the following conditions: * Entry is restricted so that unautho-

rized persons cannot use this ma-
chine.

Operating Environment e A firewall prevents unauthorized

external access.

¢ This machine is used normally (i.e.
it is not damaged, modified or
lacking components).

In Public Facilities

* When connected to a network, this e The machine is monitored by facility
machine is protected from unau- personnel.
thorized access and attacks such as

¢ The machine is connected to tele-
phone line but not to a network.
* The machine is managed by a person Document Server mode is disabled.
who has carefully read and under-
stood the operating instructions for
this machine and can ensure mainte-
nance and safe operation by general
users.

packet wiretapping.

& Note

O Customer engineers dispatched from
Ricoh Company, Ltd. and affiliated
companies are instructed to maintain
user information security. Key opera-
tors can ask customer engineers to ob-
serve the maintenance procedure.

O Ricoh Company, Ltd. and affiliated
companies manage the CSS centers
(or Ricoh service centers ) that pro-
vide maintenance services via tele-
phone lines.

(3 CSS centers (or Ricoh service cen-
ters) manage each user's informa-
tion very carefully.



Security Settings

@ Note

O When choosing a Key Operator
Code, do not use multiple repe-

Key Operator Settings

* The machine is not protected from

illegal operations using networks
such as wiretapping. Users need to
take general measures to prevent
unauthorized access to user net-
works.

This machine is not protected from
physical attacks such as removing
or exchanging the hardware incor-
rectly. Users need to take general
measures to prevent physical at-
tacks.

After relocating the machine or
power outage, check the following
to ensure machine security:

* "Security" is displayed on the
control panel.

* The Key Operator Code is pro-
grammed using an eight-digit
number.

e [All Initial Settings] is selected for
the applicable range of the Key
Operator Code.

e [OFF] is selected under [Display
Password with Stored File].

Use the display to check the securi-
ty modes are working properly.
When the machine is operating in
security modes, the date/time and
“Security”are alternately dis-
played in the top right-hand cor-
ner of the display. For details
about how to operate this machine
in security modes, ask your sales
or service representative.

Program a Key Operator Code to
prevent unauthorized persons
from making or changing User
Tools settings. Program the Key
Operator Code using 8 digits with
the number keys, and then select
[All Initial Settings].

titions of the same number such
as “00000000” or sequences such
as “12345678”. These kinds of
codes can be guessed easily. Us-
ing such codes will reduce secu-
rity.

A Reference
See "Key Operator Code", "Key
Operator Tools 1/2" in the Sys-
tem Settings manual.

To view a password for a docu-
ment stored in the document serv-
er, press [Display Password with
Stored File], and then select [ON].
Make sure to select [OFF] after
viewing the password.

If [ON] is left selected after viewing
the password, security is not guar-
anteed.

& Note

O When choosing a password for
the Personal Box, do not use
multiple repetitions of the same
number such as “0000”or se-
quences such as “1234”. These
kinds of codes can be guessed
easily. Using such codes will re-
duce security.

A Reference
See "Display Password with
Stored File", "Key Operator
Tools 2/2" in the System Set-
tings manual.



Operating Conditions

User Settings

Enter passwords discreetly. If you
note a password on paper, keep it
hidden from other people.

Register a user name for a docu-
ment stored in the document serv-
er to identify creator or type, but
not to protect the document from
other people.

When the machine is operating in
security modes, the date/time and
“Security”are alternately dis-
played in the top right-hand cor-
ner of the display. For details
about how to operate this machine
in security modes, ask your sales
or service representative.

& Note
O When choosing a password for a

document stored in the document
server or the locked print, do not
use multiple repetitions of the
same number such as “0000”or se-
quences such as “1234”. These
kinds of passwords can be guessed
easily. Using such codes will re-
duce security.



Security Settings

Security Functions of This Machine

This machine provides the following
security functions:

2
%>

Protection of documents temporarily
saved in memory (in Copier, Facsimi-
le, Printer, Scanner and Document
Server modes)

Deleted data is not reused. It is not
available to other users.

If you push [Clear Modes] key in
stopped copy process, you can de-
lete temporarily saved documents
scanned in Copier, Facsimile or
Scanner mode and data sent to the
printer (this machine).

Protection of documents stored in the
document server

You can attach a password to a
document stored in the document
server. Printing, delivery and fax
transmission of documents is not
possible unless the password is en-
tered. Your documents are thereby
protected from unauthorized ac-
cess.

& Note

O If you enter a password incorrect-
ly, an error message will ap-
pear:”Password entered is not
correct”. Press [Exit], and then en-
ter the password again. When the
machine is operating in security
modes, if you enter an incorrect
password three times consecu-
tively, document access will be
denied. You will be unable to ac-
cess the document even if you
subsequently enter the password
correctly. Once document access
is refused, even if you subse-
quently enter the correct pass-
word, the message “Password
entered is not correct” will ap-
pear. To release the lock, turn off
the main power switch, and then
turn it on to re-enter.

< Protection of documents printed with

the Locked Print function (Printer
mode)

When using Locked Print, printing
is not possible unless a password is
entered using the control panel.
Your documents are safe from be-
ing viewed by other people.

& Note

O If you enter a password incor-
rectly, an error message will ap-
pear:”"Password entered is not
correct”. Press [Exit], and then
enter the password again. When
the machine is operating in se-
curity modes, if you enter an in-
correct password three times
consecutively, document access
will be denied. You will be un-
able to access the document
even if you subsequently enter
the password correctly. Once
document access is refused,
even if you subsequently enter
the correct password, the mes-
sage “Password entered is not
correct” will appear. Turning
off the main power switch will
delete the document awaiting
printing. To release the lock,
you have to send the print job
from your computer again.



Security Functions of This Machine

< Protection of received documents

stored in a Personal Box (Facsimile
mode)

Printing documents stored in a
Personal Box is not possible unless
a password is entered using the
control panel. Your documents are
safe from being viewed by other
people.

@ Note

O If you enter a password incor-
rectly, an error message will ap-
pear:”"Password entered is not
correct”. Press [Exit], and then
enter the password again. When
the machine is operating in se-
curity modes, if you enter an in-
correct password three times
consecutively, personal box ac-
cess will be denied. You will be
unable to access the box even if
you subsequently enter the
password correctly. Once docu-
ment access is refused, even if
you subsequently enter the cor-
rect password, the message
“Password entered is not cor-
rect” will appear. To release the
lock, turn off the main power
switch, and then turn it on to re-
enter.

% Key Operator Tools

You can program a Key Operator
Code so that only authorized oper-
ators can change security settings.

< Protection from unauthorized tele-

phone line access

Protection from unauthorized tele-
phone line access Only faxes and
CSS/Ricoh service cent communi-
cations are accepted. Dial-up and
other forms of telephone line ac-
cess are barred.

p Reference

"Using CSS (CUSTOMER SUP-
PORT SYSTEM)" in the Copy
Reference



Security Settings

Protection of Documents Temporarily
Saved in the Memory of This Machine

Documents scanned in Copier, Fac-
simile or Scanner mode or data sent
from a printer driver for printing are
temporarily saved in memory. You
can delete documents or data to avoid
unauthorized printing.

Completing a process correctly, Used
image data in the process will not
printing in next operation (copying,
printing, facsimile transmit , scan-
ning).

Scanning the Original in
Copier, Scanner or Document
Server Mode

ﬂ Press the [ Clear/Stop] key.

~J
Sample Copy

P IO@E
= .

:) CIearIS!op
) 0
OPER,

ZDSS040N

The machine will stop storing the
original and the data will not be
sent.

ﬂ Press [Stop].

Canceling a Transmission
While the Original is Being
Scanned (Facsimile)

Canceling a transmission after press-

ing the [Start] key.

Canceling a transmission using the
[Change/Stop TX File]

n Press the [ Clear/Stop] key.

T~
Sample Copy

O@@ ®
Q

@ OPER
ZDSS040N

The machine will stop storing the
original and the data will not be
sent.

‘UUUU




Protection of Documents Temporarily Saved in the Memory of This Machine

Canceling a Transmission While the
Message is Being Sent

Use this procedure to cancel a trans-
mission after the original has been
scanned.

? Limitation

O If transmission finishes while you
are carrying out this procedure, it
will not be canceled.

& Note

O If you cancel a message while it is
being sent, transmission is halted
as soon as you finish this proce-
dure. However, some pages of
your message may have already
been sent and will be received at
the other end.

/O Reference

For details, see "Canceling a Mem-
ory Transmission" in the Facsimile
Reference <Basic Features>

l] Press [Change/Stop TX File].

The list of programed files being
transmitted or a waiting transmis-
sion is displayed.

9 Select the file you want to cancel.

Change/Stop T File
Seanning DateTime  Transmission Mode  Destination Dest. O

Select file ta stop transmission

[ug.12 " 7:20PH [ Memory T [ sTORE [t 1]
[Aug.12 " 7:27PH | blemory TX |Par1s CFFICE [T 1]
[ug12 — 7:27PH | Memary T | ToRoNTO OFF LCE [t 1]
[hug.12 " 7:26PH | hemory TH [oETROTT FACTORY [Tt 1 |

T:2EPH | Wemory T |BERLIN OFFICE

B Press [Stop Transmission].

Transtmission being stopped.
Scanned files will be deleted
Is it OK7

File Mo.: 0005
453, TORONTO OFFICE

Stop Transmission 4

@ Note

O To cancel another file, repeat
steps fJ and B.

ﬂ Press [Exit].

12,2001 ¢ 2HEM

AUl

MISSIon
stination Dest.  Qrg.  FileMo  Status

STORE [Tt 1| rsits] 0007 | Standby

RIS OFFICE [Tt 1] 13hts| 0008 | Standy

RONTO OFFICE [Tt 1] 1shis] 0005 | Standby

TROIT FACTORY [Tt 1| 4sthg] 0004 |Standby

RLIN OFFICE [Tt 1| 2shis] 0003 | Standby

mode.
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Security Settings

Canceling a transmission using the
[ Clear/Stop] key

ﬂ Press the [ Clear/Stop] key.

~J
Sample Copy

OO

@ Clear/Stop
AHOO

ZDSS040N

Uu u U U

ﬂ Select the file you want to cancel.

Change,Stop T¥ File Select file to stop transmission
Scanning DateTime  Transmission Mode  Destination Dest. O

[Aug.12 " 7:28PH | Memory TX | sTORE [Tt 1]

[hug.12 " 7:27PH | hemory TH |PaRIS OFFICE [Tt 1]

[Aug.12 " 7:27PH | blemory TX | ToRoNTD FFICE [T 1]

[ug.12 " 7:26PH | hemory TH [oETROIT FACTORY [Tt 1 |

T:2EPH | Wemory T |BERLIN OFFICE [Tt

B Press [Stop Transmission].

Transmigsion being stopped.
Scanned files will be deleted.
Is it OK?

File Mo.: 0005
453 ToRONTO OFFICE

& Note

O To cancel another file, repeat
steps P and E.

ﬂ Press [Exit].

12,2001

AUl

mission

stination Dest.  Org.  FileMo  Status
STORE [Tt 1] 1shts] 0007 |Standhy
RIS OFFICE [Tt 1| 1shis] 0006 | Standby
RONTO OFF ICE [Tt 1] 1shts| 0008 | standoy

TROIT FACTORY [Tt 1| 4stig] 0004 |Standby

RLIN OFFICE [Tt 1| 2shis] 0003 | Standby

The machine will return to standby
mode.




Protection of Documents Temporarily Saved in the Memory of This Machine

Canceling a Print Job

Resetting this machine

ﬂ Press the [Printer] key on the ma-
chine's control panel.

gPress [Job Reset] on the display
panel.

Wy lation/Program

Paper Tray Stalus 2W 238 D] &l
z

f »-ample Printiacked Print

| View Sanple Prtt obs I View Lacked Prin jobs ]

A message appears on the display
panel indicating that the print job
is being canceled.

*@klmportant

O This procedure cancels the print
job that is being processed by
the machine. In some cases, the
machine may already be pro-
cessing data for the next print
job following the one currently
being output. In this case, the
next print job is also canceled
when you press [Job Reset].

0O When the machine is being
shared by multiple computers,
be careful not to accidentally
cancel someone else's print job.

& Note

O You cannot stop printing data
that has already been processed
internally by the machine. Be-
cause of this, printing may con-
tinue for a few pages after you
press [Job Reset].

O A print job that contains a large
volume of data may take con-
siderable time to stop.

O Because of memory overflow, print
que will delete automatically.

When this machine stops by jam, pro-
ceed this process.

ﬂ Press the [ Clear Modes] key on the
machine's control panel.

Check Modes Program Clear Modes Energy

@] [© ] [# | [o@

Siarl Manual RX @

On Hook Dial (5\
o

9@

ZDPS069N

11
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Security Settings

Protecting Documents Stored in the

Document Server

You can attach a password to a docu-
ment stored in the document server.
Printing, delivery and fax transmis-
sion of documents is not possible un-
less the password is entered. Your
documents are thereby protected
from unauthorized access.

& Note

O Once you have entered a correct
password, the desired document is
selected (highlighted). When a job
is finished but the document is left
selected, people without the pass-
word can also print or delete it.
When you have finished printing
or deleting a document, make sure
to press the key of that document
again, or the [Clear/Stop] key to un-
select the document. If you have
selected several documents, make
sure you press the [Clear Modes]
key to deselect them.

O Frequently check the display panel
to see whether the machine is in se-
curity mode or not. When the ma-
chine is operating in security
mode, the date/time and “Securi-
ty” appear alternately in the top
right-hand corner of the display.
For details about how to operate
this machine in security mode, ask
your sales or service representa-
tive.

O If you enter a password incorrect-

ly, an error message will ap-
pear:”"Password entered is not
correct”. Press [Exit], and then en-
ter the password again. When the
machine is operating in security
modes, if you enter an incorrect
password three times consecutive-
ly, document access will be denied.
You will be unable to access the
document even if you subsequent-
ly enter the password correctly.
Once document access is refused,
even if you subsequently enter the
correct password, the message
“Password entered is not correct”
will appear. To release the lock,
turn off the main power switch,
and then turn it on to re-enter.
However, access attempts for oth-
er documents are still accepted.

Once you have entered an incor-
rect password, it takes longer
(more than one minute) than usual
before the machine is ready for op-
eration after power on.



Protecting Documents Stored in the Document Server

Scanning in Document Server
mode

p Reference

For details, see "Scanning in Docu-
ment Server mode" in the Copy
Reference manual.

ﬂ Press the [ Document Server] key.

R

G |
O~ sk

O Copy ]

Commu- [ O Document Server ]
nicating

Receive

File

' [ O Facsimile ]

ZCAS110N

The "Select Files to Print" display
appears.

ﬂ Press the [Scan Original] .

Select files to print,

| Search by User Mame g

'Ol can scan ariginals
0 stare them.

Scan Original

| Usertame | FileName | Date
| “Search by File Name | | SALES DIV. |capvann2 [ug. 27
[ [carannt [#ug. 2

The "Scan Original" display appears.

Edit Image

Reducednlare

Page

0
e P PO EE T B LN
T1AT § 811 § Blaeld | 8% | e ’W
P COPYoO10
o | 150 [apine] o o] 100% | hrun ]

B Enter a file name, user name, or

password if necessary.

@ Note

O If you do not wish to register a
tile name, go to step [J.

O If you do not register a file
name, it is stored automatically.

O The security is not guaranteed if
no password is entered.

To set the file name

@ Press the [File Name] .

@ Enter the new file name using
the letter keys on the display
panel.

Change File Mame

[soPvoonz_

I [ o T | o [ e [
e
R[S | R IO | R [ [

[ [ e |

noif

p Reference

For information about how
to input characters, see the
System Settings manual.

© Press the [OK] .

13
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Security Settings

To set the user name

@ Press the [User Name] .

@ Enter the new user name using
the letter keys on the display
panel.

Change Uiser Mame

8 fcoo FOEF f H § Lk % LW

v § LEGAL DIV. % CREDITDIY. § E¥POR]

TECHNICAL DIV. J DOMESTIC DIV. §

& Note

O If you want to enter non-reg-
istered name, press the [Non-
registered Name], then enter
the new user name.

|| Clear | [ Mor-programed Neme |

f GH f LK f LW f ooro f RST § LM | W2

| CREDIT DIV. { EWPORT DIV. 4 GEWERAL AFFAIRS |

@ Press the [OK] .

To set the password

@ Press the [Password] .

@ Enter the password using the
number keys (4 digits).

Change Password

Eniter new password with Mumber keys,
then priss [OK].

& Note

O To change the number en-
tered, press the [Clear] or
[Clear/Stop] key and enter a
new number.

O The security is not guaran-
teed if no password is en-
tered.

© Press the [OK] or [#] key.

ﬂ Set your originals either on the

exposure glass or into the docu-
ment feeder.

B Make any desired settings.

28 O
1117

Tone

[ User bame §

COPYOOD3

T ) ;
Bxll s

& Note

O Press the [Scanning Finished] to
cancel the file name, password, or
print settings and return to the
"Select Files to Print" display.



Protecting Documents Stored in the Document Server

E Press the [Start] key.

The document is saved in the Doc-
ument Server. The saved docu-
ments are displayed on the "Select
Files to Print " display.

& Note

O If you have set your originals on
the exposure glass, press the
[Scanning Finished] after all orig-
inals have been scanned. The
"Select Files to Print" display ap-
pears.

A To stop scanning, press the [Clear/Stop]
key.

O To resume the paused scanning
job, press the [Resume] in the
confirmation dialog box. To de-
lete the saved images and cancel
the job, press the [Cancel] .

O When storing a password, 1
appears on the left side of the
file name.

ﬂ Press the [Scanning Finished] .

28 O3 ofae ofTE 0 L e

1117 § 8%x11 1 8%14 § 8%%11F s ’W

uce Enlarge R is‘kxs‘fzag QS%EIOO%

ol ek

Create
hdargin

canning Finished

To change the file name, user
name, or password

@ Press the line of the document
whose file name, user name, or
password you want to change.

Select files to print

| UsertName ] FileMame ] Dae Page|Fieiguai....

] |corvonns [ug. 27 1]
Fl |carvonnt [#ug. 27] 1]
[ |saLEs p1v. |copvoonz [ug. 27 1]

@ 1f you select a document which
requires a password, the "In-
put the Password" window ap-
pears. Input the password
using the number keys, then
press the [OK] .

@ Press the [File Management] .

Select Files to Print

rinted continuously

FileMame 3 Date IPage [Printg Or].......

Delete File %

5 Sy
| [EaFvonns [ 2] 1] gg]

Pr|nt|stPage S—

After selecting file,

[capvonnz [#ug. 27| 1] gi v Frint Settings can

15
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Security Settings

O Press the [Change User Name],
[Change File Name], or [Change
Password].

rinted continuously.

File Infarmation

| FileMame | Date iPage [Printg Odr

<y

[ug. 27 1]

|corvonns

|copvoonz [ug. 27 1]

@ Enter the new file name, user
name, or password using the
letter keys or number keys.

@ Press the [OK] .

Printing Saved Documents

You can print any of the documents
saved in the Documents Server.

Follow these steps to select a docu-
ment and print it out.

p Reference

For details, see "Printing Saved
Document" in the Copy Reference
manual.

l] Press the [ Document Server] key.

The "Select Files to Print" display
appears.

gPress the line for the document
you want to print.

Select Files to Print

Select files to print
| Userniame

File Mame

1 Date iPage|

L

|capvonng

| ug. Vz?\ 1]

|copvoon1

[ug. 7] 1]

I |sALES DIV,

|carvonne

[#ug. 27 ] 1]

O Ready

Select Files to Print

Ty of mote files can be printed continuously.

| User Name

1 File Mame

1 Date iPage [Printg Odr ...

i

|copvoons

rv
[ug. 27 ] 4]y

& Note

O If you cannot choose the desired
document by its name, you can
print the first page to check the
contents. Press the line for the
desired document, and press
the [Print 1st Page] followed by
the [ Start]) key.



Protecting Documents Stored in the Document Server

O If you select a document which
requires a password, the “Input
the Password” window ap-
pears. Enter your password us-
ing the number keys, then press
the [OK] .

O If you enter an incorrect pass-
word for a document three
times consecutively, document
access is refused. Turn off the
main power switch, and then
turn it on to re-enter correctly.
However, access attempts for
other documents are still ac-
cepted.

O To delete the value entered,
press the [Clear] or [Clear/Stop)
key. To cancel a selected docu-
ment, press the [Cancel] .

ﬂ To print more than one docu-
ment, repeat step f] to select the
desired documents in the order
you want to print them out.

The selected order is shown in the
priority column next to the select-
ed document(s).

& Note

3 Press the [Clear Modes] key to
cancel all the settings.

ﬂ If you need to change any of the
print settings, press the [Print Set-
tings] .

Select Files to Print

rirted continuousy.
1 TileMame § Date iPage |Printg Odr].....

e . DeleteFile
[coPvanms Tog o] 1 @ 2]
QEE] | Print 15t Page §
i g After selecting file,

Print Settings can

[coPraaoz g 27] 1] 3%

be changed.

The "Print Settings" display ap-
pears.

it Settings
User Name: Print Settings

Ione

File Mame

COPYOOO01
Frinting Order:
11

Top ta Top

Select File

@ Note

3 Press the [Select File] to return to
the “Select Files to Print” display.

/O Reference

For details, see the explanations
of each function in this manual.

BEnter the required number of

prints using the number keys.

& Note

O Up to 999 can be entered.

O To change the value entered,
press the [Clear/Stop] key and

enter new value.

B Press the [ Start] key.

The machine starts printing.

@ Note

O To pause the print job, press the
[Clear/Stop] key. In the confir-
mation dialog box, press the
[Resume] to resume it, or press
the [Cancel] to cancel it.

17
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Deleting Saved Documents

You should delete any of the saved
documents using the control panel of
the machine.

This section describes how to delete
saved documents.

ﬂlmportant

O You can save up to 3,000 docu-
ments in the Document Server. No
more documents can be saved,
when there are 3,000 documents in
the Document Server. You should
delete unnecessary documents.

O You can set the timer to delete the
documents stored in the Docu-
ment Server with the User Tools.
= “Delete All Files” in the System
Settings manual.

& Note

O You can delete all the saved docu-
ments at a time with the User
Tools. = “Delete All Files” in the
System Settings manual.

Follow these steps to delete saved

documents.

ﬂ Press the [ Document Server] key.
The “Select Files to Print” display
appears.

ﬂ Select a document you want to de-
lete by pressing the name of it.

The selected name is highlighted.

Select Files to Print

Select files to print
[ “userame  § Filemame | pate Jage eizoai..

1 |captanos

[ |coprono1

| |saLEs v, |capvano2 [ 27| 1]

& Note

O You can search the document
you desire by the file name or
the user name. .

3 You can sort the files in order of
[User Name], [File Name], or
[Date]. Press the key you want to
sort by.

O Restrictions on entries are as follows:
¢ User name: up to 16 characters
¢ Filename: up to 16 characters

O If you cannot choose the desired
document by its name, you can
print the first page to check the
contents. Press the line for the
desired document, and press
the [Print 1st Page] key followed
by the [Start] key.

O Press the selected line again to
cancel the print job.

O If you select a document which
requires a password, the “Input
the Password” window ap-
pears. Enter your password us-
ing the number keys, and press
the [OK] key.

O If you enter an incorrect pass-
word for a document three
times consecutively, document
access is refused. Turn off the
main power switch, and then
turn it on to re-enter correctly.
However, access attempts for
other documents are still ac-
cepted.

O To delete the value entered,
press the [Clear] or [Clear/Stop]
key. To cancel a selected docu-
ment, press the [Cancel] key.
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ﬂ Repeat step Bif you want to select
more than one document.

O press the [Delete File] key.

A confirmation dialog box ap-
pears.

rinted continuausly.
| File Mame

| Dale  iPage [Printg Odr]

|capvonng [ ug. 5 [

|copvooo [fug. 27 1]

Atter selecting file,
Print Settings can

@ Following file will be deleted
APE YU SUre you wart to delete it?

Llser name 2ALES DIV,
File name -COPYO002

& Note
O To cancel the delete operation,
press the [Do not Delete] key.

19
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Scanning in Copy mode

A Reference
For details, see "Scanning in Copy
Server mode" in the Copy Refer-
ence manual.

ﬂ Press the [ Copy] key.
W | (Tow )
O o
Commu- [ O Document Server ]
nicating
Receive
File
— [ O Facsimile ]
Copy display appears.

B press the [Store File] .

[ ZUUT 1thbAM
Origi. |Total |Copies

28 O
1117

B Enter a file name, user name, or
password if necessary.

28 O3 ojaE ojTY )
11%17 § 8411 § 84x14 § 8%x11

g 17515 E?—S‘fzfﬂ‘fz
Lot favid

File Informat ion

Tone

[ User Name g

COPYO004

uce/Enlarge 9 E%I 100%

& Note
O Restrictions on entries are as follows:

¢ User name: up to 16 characters
¢ Filename: up to 16 characters
¢ Password: 4-digit number

O The security is not guaranteed if
no password is entered.

ﬂ Set your originals.

BMake the scanning settings for
the original.

2 Sided Origi.
Top to Top

p Reference

For details, see the explanations
of each function in the Copy
Reference manual.

B Press the [ Start] key.

& Note

O To stop scanning, press the
[ Clear/Stop] key.

O To resume the paused scanning
job, press the [Resume] in the
confirmation dialog box. To de-
lete the saved images and cancel
the job, press the [Cancel].
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Printing Saved Documents

You can print any of the documents
saved in the Document Server.

Follow these steps to select a docu-
ment and print it out.

p Reference

For details, see "Printing Saved
Document Server mode" in the
Copy Reference manual.

ﬂ Press the [ Document Server] key.

The "Select Files to Print" display
appears.

gPress the line for the document
you want to print.

Select Files to Print

Select files to print
[ usermame  §

FileMame  § Date 3Pame [#rigis b,

[ug. VE?| 1]

1 |captanos

[ |coprono1 [ug. 27 1]

| |saLEs v, |capvano2 [ 27| 1]

Twn of more files can be printed continuous .

| “userdame  § " File Neme

[T

|copvonos

| |saLEs v, |captanoz g 27| 1]

& Note

O If you cannot choose the desired
document by its name, you can
print the first page to check the
contents. Press the line for the
desired document, and press
the [Print 1st Page] followed by
the [ Start] key.

O If you select a document which
requires a password, the "Input
the Password" window ap-
pears. Enter your password us-
ing the number keys, then press
the [OK].

O If you enter an incorrect pass-
word for a document three
times consecutively, document
access is refused. Turn off the
main power switch, and then
turn it on to re-enter correctly.
However, access attempts for
other documents are still ac-
cepted.

O To delete the value entered,
press the [Clear] or [Clear/Stop]
key. To cancel a selected docu-
ment, press the [Cancel].

B To print more than one docu-
ment, repeat step f] to select the
desired documents in the order
you want to print them out.

The selected order is shown in the
priority column next to the select-
ed document(s).

& Note

O Press the [Clear Modes] key to
cancel all the settings.
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ﬂ If you need to change any of the B Press the [ Start] key.
print settings, press the [Print Set-
tings].

The machine starts printing.

& Note

O To pause the print job, press the
[Clear/Stop] key. In the confir-
mation dialog box, press the

Al 28,2007 BITHAN

Select Files to Print

rinted continuausly.
] FileMame ] Date iPage [Printg Odri.......

Delete File

COPYO003 w27 1 t 17 :
=R & | priv Tetpage | [Resume] key to resume it, or
oy :

|copvoonz [ug. 27 1] EW pnﬁi%ﬁrfmg‘lgcéne press the [CanceI] to cancel it.

The "Print Settings" display ap-
pears.

Liser Mame:
Ione

File Mame
COPYOOO01
Frinting Order:
11

Booklet g

& Note

O The print settings of the docu-
ment you select first are applied
to the merged documents.

p Reference

For details, see the explanations
of each function in the Copy
Reference manual.

B Enter the required number of
prints using the number keys.

& Note

O Up to 999 can be entered.

O To change the value entered,
press the [Clear/Stop] key and

enter new value.
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Deleting Saved Documents

You should delete any of the saved
documents using the control panel of
the machine.

This section describes how to delete
saved documents.

ﬂlmportant

O You can save up to 3,000 docu-
ments in the Document Server. No
more documents can be saved,
when there are 3,000 documents in
the Document Server. You should
delete unnecessary documents.

O You can set the timer to delete the
documents stored in the Docu-
ment Server with the User Tools.
= “Delete All Files” in the System
Settings manual.

& Note

O You can delete all the saved docu-
ments at a time with the User
Tools. = “Delete All Files” in the
System Settings manual.

Follow these steps to delete saved

documents.

ﬂ Press the [ Document Server] key.
The “Select Files to Print” display
appears.

ﬂ Select a document you want to de-
lete by pressing the name of it.

The selected name is highlighted.

Select Files to Print

Select files to print
[ usermame  §

FileMame  § Date 3Pame [#rigis b,

1 |captanos

[ |coprono1

| |saLEs v, |capvano2 [ 27| 1]

& Note

O You can search the document
you desire by the file name or
the user name.

3 You can sort the files in order of
[User Name], [File Name], or
[Date]. Press the key you want to
sort by.

O Restrictions on entries are as follows:
¢ User name: up to 16 characters
¢ Filename: up to 16 characters

O If you cannot choose the desired
document by its name, you can
print the first page to check the
contents. Press the line for the
desired document, and press
the [Print 1st Page] key followed
by the [Start] key.

O Press the selected line again to
cancel the print job.

O If you select a document which
requires a password, the “Input
the Password” window ap-
pears. Enter your password us-
ing the number keys, and press
the [OK] key.

O If you enter an incorrect pass-
word for a document three
times consecutively, document
access is refused. Turn off the
main power switch, and then
turn it on to re-enter correctly.
However, access attempts for
other documents are still ac-
cepted.

O To delete the value entered,
press the [Clear] or [Clear/Stop]
key. To cancel a selected docu-
ment, press the [Cancel] key.
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B Repeat step f(Jif you want to select Scanning in Scanner Mode

more than one document.

ﬂ Press the [Delete File] key. %can docutrréents and store them in the
ocument Server.

A confirmation dialog box appears.

pe Reference
For details, see "Storing Scan Data
in the Document Server" in the
Scanner Reference manual.

Select Files to Print

rinted continuausly.
1 Filerame 1 Date iPame [Printg 0dri.......

= =N
|copvoons |fug. 27] 1] g

e e

er st e, n Press the [ Scanner] key.

Frint Settings can

(o)

B Press the [Delete] key to delete it.

@ Following file will be deleted ZEKS020E
APE YU SUre you wart to delete it?

The scanner function screen appears.
Llser name 2ALES DIV,

File name -COPYO002 @ Note

' ' O If the network TWAIN scanner
screen is displayed, press [Can-
cel]. This screen is displayed if

[ Donot Delete

& Note . "Function Priority" in the Scan-
O To cancel the delete operation, ner Initial Setup is set to net-
press the [Do not Delete] key. work TWAIN scanner mode.

@ Connecting vith PC.
et originals and select the settings from the PC.

ﬂ Set the original in the machine, and
adjust the settings for original size
and orientation if required.
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B set the scan settings. Temporarily changing the scan
& Note settings
O If no scan settings are specified, @ Press [Scan Settings].
the initial Scanner Settings as .
set with the [Scan Settings] tab The scan settings screen ap-
under [Scanner Initial Setup] will pears.
become active. @ Select the desired resolution,
original size, and other items.
Calling up stored scan settings For details on how to set and
program scan settings, see
@ Press [Recall Program]. “Making Scanner Settings

<Scanner Features : Basic Set-
tings>" in the Scanner Refer-
ence manual.

The user program recall screen
appears.

@ Select a user program of scan
settings. o [,

Select tem

Tet
Ao Image Densy

#uto Detect

Select pogram you vant to ecall

[ww EET BTN T

Tert
Al Image Densy

[ ionday Weeting ] |2 Projectenil 13 Jinfornation ]

T 15 Jxmee ]

1 Sied Original

(lem Original Settngs

E SeanSie il SeanType | Image Dersty E

15ided Orginal

: ﬂ When using the network delivery
@ Press [OK]. scanner fungtion, make the set-
tings for storing scan data files.
e When not using the network deliv-
e ery scanner function, this step is
Coroe )| (o) not required. Go to step .

M JETE J | @ Press [Store File].

15ided Orginal

[&rmoriginal Settings

a00 dpi
118 120m

TextPhoto
Auto Image Dens ty

The selected user program set- Coptmam| I
tings become active = T

| Seect Stored File ]|

1 Gided Original | L i

i T U G /
dnnette §Jeffrey {Ronsld §sarah  fEthel
[ = Criginal Settings M B IRETYT. |

The screen for setting scan data
store parameters appears.

@ Select the desired settings.

001
115 % 120m
TextPhoto
duto Image Densty

OEEEEE.

Infornat ion

(i momaton |

15ided Original

s | ]

e To store and deliver scan da-
ta, press [Store & Transmit].

¢ To only store scan data, press
[Store Only].
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B Enter the desired information.

This screen appears when the net-
work delivery scanner function is
not used.

0 dpi O Ready
uto Detect

Auto Image Densty

The scanned data il be store
ScaoD1e
1 5ided Orgial Hone
@@o”gma\ Cettngs Pomwrd |

This screen appears when the net-
work delivery scanner function is
used.

0

At Detest

Text
ot I
v

ScaNbO1g

Nane

15ided Original

a1 Original Settings

Specifying the user name

@ Press [User Name].

The user name selection screen
appears.

@ Select the user name.

E ] ] ]
SALES DIv. ] LEGAL DIV, ] CREDIT DIv. || EWPORT DIV. ] GENERAL AFFAIRS

TECHNICAL DIV. | DOWESTIC DIV,

The user names shown here are
names that were programmed
in System Settings under the ad-
ministrator tab. Select a user
name and go to step @. To enter
a user name not shown here,
press [Non-programed Name] and

go to step @.

@ Enter the desired user name
and press [OK].

o gened e [farketine orv-_— RN e | |
i o o
B A R e B
U o i | oo [
[N [N [N [ [ DO | | | | | e

The display returns to the user
name change screen.

p Reference

For information about how
to input characters, see the
System Settings manual.

O Press [OK].

Hon-programed Hame

TECHNICAL DIV. | DOMESTIC DIV,

The user name is set.
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Specifying a file name

& Note

O Scan data files are automatically
named SCANO0001, SCANO0002,
etc. If desired, you can change
the file name.

O You can use the same file name
for different files.

@ Press [File Name].

The file name entry screen ap-
pears.

@ Enter the desired file name.

lolume [armetion 3] ) )
(IO | NEO0N R | M O | | | [ [ | et e [
EIEI | ot e | o | mwca | o e | | | e | ot

[ [ [ O | [ W O S N | S o [
\zl\x!\ci\vllhlE\:I\-!\/i

/O Reference

For information about how
to input characters, see the
System Settings manual.

© Press [OK].
The new file name is set.

Specifying a password

@ Press [Password].

The password entry screen ap-
pears.

@ Enter a password consisting of
four numbers.

Passunrd
Erter the new passvord wih rumber keys,

1 Sied Original

(lem Original Settngs

© Press [OK].
The password is set.

& Note

O The security is not guaranteed
if no password is entered.

ﬂlmportant

O Take care not to forget the
password. If you have for-
gotten the password, contact
the system administrator.

B To use the network delivery scan-

ner function, press [OK].

The display returns to the scanner
function screen.

When not using the network deliv-
ery scanner function, this step is
not required. Go to step [J.
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ﬂ Press the [Start] key.

The original is scanned and the re-
sulting data is stored as a file in the
Document Server.

When there is another page to scan,
set the original and then press the
[Start] key. When there are no more
pages, press the [#] key.

& Note

3 If [Store & Transmit] was selected
in step [J, the scan data will be
delivered and stored at the
same time.

O To abort the scanning process,
press the [Stop] key or press
[Stop] on the display. If the pro-
cess is canceled after original
pages have already been
scanned, a message appears,
asking whether already
scanned data is to be delivered
or stored. Specify the desired
action.

Deleting Stored Files

p Reference

For details, see "Deleting Stored
Files" in the Scanner Reference
manual.

ﬂ Display the list of stored files.

g From the list of stored files, press

[Manage/Delete File].

Selectthe file(s) Lou want o delver,then press [OK]

[ oot ] Fietams ] bae |Fas[Drpiy cecion]

Search by Liser Hame

o g [ A
| R [SctGnTs Teamg | 1] [ymex]

Market ing DIV. |Informat

& Note

O If the " Delivery Option" in
Scanner Initial Setup is set to
"No", this step is not required.
Go to step B.

O If the " Delivery Option" in
Scanner Initial Setup is set to
"Yes", up to 30 files can be delet-
ed in one operation. Select the
files before pressing [Manage/De-
lete File], and then go to step @.

B Select the file to be deleted.

Manage Delete Fie Selec i
Trerteme ] Fieteme | Date ] Papes [y o o] || Ceie o
" TGERERAL RFFATRS [SCANDDTT [Ehg [ 2] ]

1_[cENERaL AFFaTRs [scannote Jeamg [ 5] 1 p

[ [oarketing DIV, [Infarmiion |04 hig | 1] | [4r®

[scatonis

Search by User Name

Jea mg [ 1]

& Note

O When you select a password
protected file, the password en-
try screen appears. After you
have entered the correct pass-
word and pressed [OK], the file
will be selected.
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O If you enter an incorrect pass-
word for a document three
times consecutively, document
access is refused. Turn off the
main power switch, and then
turn it on to re-enter correctly.
However, access attempts for
other documents are still ac-
cepted.

@ Erter password with Nurnber keys,
then press [Of]

—

O Enter Password 4-digit number.

O press [Delete File]

Menage/Delete File Selected file can be deleted o changed

‘ [ Terreme | fietame | bac 1ras[Depiayceson]

GENERAL AFFAIRS [SCANDOTT

o e

Searth by Usar Narie

[ Search by Fileme | (| [SALES DIV, scannnis

T e e

Jeamg [ 5] ]

74 fug |

A confirmation message appears.

B press [Delete].

@ Are you sure you art to delete the stored file below?

User Name: Warkst ing DIV.
File Nare: Infornaton

Dot Delete

The file is deleted.

& Note

O When multiple files are select-
ed, the total number of files to
be deleted is displayed.

B Press [Exit].

The display returns to the scanner
function screen.

Delivering Stored Files

To deliver a scan data file stored in
the Document Server, proceed as fol-
lows.

? Limitation

3 To deliver scan data files, a deliv-
ery server is necessary.

O If the " Delivery Option" in Scanner
Initial Setup is set to "No", delivery
is not possible.

/O Reference

For details, see "Delivering Stored
Files" in the Scanner Copy Refer-
ence manual.

n Display the list of stored files.
B Select the file for delivery.

Select Stored File Selectthe file(s) you want o delver,then press [OK]

Userame File Mame

‘ [GERERAL AFFATRS [SCANGDT?

Date ] Pares gy Setection] | €51

[oi b | 5] 1
[ |3 JceneraL arFates [scaonis femg [ 3] ]
Searh by L I
b Worket ine D1V, |Informtion |4 dug. | 1] |
I | SR [Ecatcns awg | 1] )

& Note

O When you select a password
protected file, the password en-
try screen appears. After you
have entered the correct pass-
word and pressed [OK], the file
will be selected.

O If you enter an incorrect pass-
word for a document three times
consecutively, document access is
refused. Turn off the main power
switch, and then turn it on to re-
enter correctly. However, access
attempts for other documents are
still accepted.

@ Enter passivard with Number eys,
then press [OK].

—

O Enter Password 4-digit number.
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aTo select multiple files, repeat
step B}

Select Stored F ile Select the filegs) you want 10 deliver, then press [OK].
UserameJ— Fietiare | Dde 3Py Diplayseltion] = ;]
= 3

GENERAL AFFAIRS |SCANDOTT

e DIV, [Informat ion

[ ety ierame| | SAES o1 [scaors ey [T [wred]

& Note

O If you select [Display Selection],
the selected files only will be
shown in the order of delivery.
Descending sort is not possible
in this case.

ﬂ Press [OK].

The file names are shown in [Select
Stored File], and the machine is in
standby condition for delivery.

B Specify the destination and send-
er information, and press the
[ Start] key.

The selected file(s) are delivered.
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Storing from Printer Driver

Storing Documents

p Reference

For details about installing, see
Help for the printer driver.

? Limitation

O Documents are not saved in the
following cases:

* When sending the 31st docu-
ment if there are 30 Sample
Print/Locked Print documents
already stored.

* When a document of more than
1,000 pages is sent.
When using other functions
(copying or scanning). This re-
duces the page-sending limit.

When Using RPCS Printer Driver
(Standard) on Windows

Connect the machine to the comput-
er, and then install the RPCS printer
driver. For details about connecting,
see p.9 "Connecting the Machine",
Printer Reference 1. For details about
installing, see p.21 "Installing the
RPCS Printer Driver", Printer Refer-
ence 1. For details about network con-
figuration, contact your network
administrator.

Making Settings

I] Access the [Printer Properties] dia-
log box. For details about access-
ing the [Printer Properties] dialog
box, see p.5"RPCS - Accessing the
Printer Properties", Printer Refer-
ence 2.

B Click the [Print Setting] tab.

RICOH Aficio 1045 RPCS Properties

General | Detais | Sharing | Pint Settings | Print Quaity |

RICOH Aficia 1045 RPCS

Separator page: [[none] -] B
Frint Test Page

0K I Cancel Arpll el

B In the [Job type:] list, click [Send to
Document Server].

.
ﬂ When a message appears, click
[OK].
RICOH Aficio 1045 RPCS
‘when [sending to Document Server], some functions may not be compatible.
Tomake the settings avalabls for the graped-out functions in this window, configure at the piinter operation panel
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Blf you want to register a user
name, file name or password,
click [Details...]. You can skip
these entries completely or par-
tially. If you want to skip com-
pletely, proceed to step ).

B Enter a user name, file name or
password, and then click [OK].

Job Type Details 2]

User name:

*Enter up to 16 alphanumeric characters.

File name

*Enter up to 16 alphanumeric characters.

Password:

*Enter 4 numbers.

Restore Defaults |
ak. I Cancel I Help |

& Note
O Restrictions on entries are as follows:

¢ User name: up to 16 characters
¢ Filename: up to 16 characters
¢ Password: 4-digit number

O The security is not guaranteed if
no password is entered.

ﬂlmportant

O Do not forget the password.
Without it printing is not possi-
ble. A confirmation message ap-
pears.

ﬂEnter the same password as in
step [, and then click [OK].

Pagsword Confirmation E3 |

The pazsword will be confirmed.
Pleaze enter again.

Ixxxx

Cancel

i

B Make other print settings if nec-
essary.

? Limitation

O Some print functions cannot be
selected when sending a docu-
ment to the Document Server.
For details, see = p.33 “Set-
tings”.

B click [ok.
The print settings dialog box closes.
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® [Password:]
To prevent other people from
printing or deleting saved docu-
ments, enter a password using a
4-digit number.

& Note

O The security is not guaran-
teed if no password is en-
tered.

Settings

To use Document Server, make neces-
sary settings in the following dialog
boxes:

A Reference
For details about accessing the
[Printer Properties] dialog box or
making other settings, see p.5
"RPCS? - Accessing the Printer
Properties", Printer Reference 2 or
Help for the printer driver.

% [Setup] tab

@® [Job type:]
To use Document Server, click
[Send to Document Server] in the
[Job type:] list.

@ [Job Type Details]
Click [Details...] to display the
[Job Type Details] dialog box.

& Note

O You can register a user name,
file name and password in
the [Job Type Details] dialog
box. Documents can be saved
in Document Server even
without registering them.

® [User name:]
Enter a user name using up to
16 characters.

& Note

O The user name entered is dis-
played in the printer's Docu-
ment Server list.

@ [File name:]
Enter a file name using up to 16
characters.

& Note

O The file name entered is dis-
played in the printer's Docu-
ment Server list.
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% Functions that can be selected when sending a document to the Document Server
Some functions of the RPCS printer driver are unavailable while sending a
document to Document Server. You can select these functions using the ma-

chine's control panel when printing saved documents.

Functions Selecting on the RPCS printer
driver
Print functions Paper tray unavailable
Paper type unavailable
Paper output tray unavailable
Original orientation available
Original size available (Custom size paper
is unavailable.)
Printout paper size available (Custom size paper
is unavailable.)
Copies unavailable
(Job type) ([Send to Document Server])
Print quality Document type available
User settings available
Basic functions Reduce/Enlarge available
Cover sheet unavailable
Slip sheet unavailable
Centering available
Edit Layout/Poster unavailable
Duplex/Booklet unavailable
Watermark unavailable
Binding margins unavailable
Finishing Collate unavailable
Staple unavailable
Punch unavailable
Misc. Rotate by 180 degrees unavailable
Do not print blank pages available
Emulate after print available
& Note

O You cannot select custom size paper as the original or printout paper size.

O Use to send and print individual spreadsheet-created sheets. Functions do
not permit whole file handling.
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When Using PostScript 3 Printer Driver
(Optional) on Windows

Connect the machine to the computer,
and then install the PostScript 3 printer
driver. For details about connecting, see
p-9 "Connecting the Machine", Printer
Reference 1. For details about installing,
see p.25 "Installing the PostScript 3
Printer Driver", Printer Reference 1. For
details about network configuration,
contact your network administrator.

Making settings

l] Access the [Printer Properties] dia-
log box.

For details about accessing the
[Printer Properties] dialog box, see
p-9 "PostScript 3 - Setting Up for
Printing", Printer Reference 2.

B Click the [Store/History] tab.

Blf a user ID is not displayed in
[User ID:].

B 10 the [Job type:] list, click [Docu-
ment Server.]

B Enter a file name and password,
and then click [OK].

& Note

O You can print even without en-
tering a file name and pass-
word.

O Restrictions on entries are as follows:
e User ID: 8 characters
¢ Filename: up to 16 characters
* Password: 4-digit number (fixed)

O The security is not guaranteed if
no password is entered.

ﬂlmportant

O Do not forget the password. With-
out it printing is not possible.

E Make other print settings if nec-
essary.

? Limitation

O Some print functions cannot be
selected when sending a docu-
ment to Document Server. For
details, see = p.36 “Settings”.

1 click [ok.

The [Printer Properties] dialog box
closes.
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Settings

To use Document Server, make neces-
sary settings in the following dialog
box.

ﬂlmportant
O You cannot use Document Server

with PageMaker 6.0] or 6.5].

/O Reference

For details about accessing the
[Printer Properties] dialog box or
making other settings, see p.9
"PostScript 3 - Setting Up for Print-
ing", Printer Reference 2 or Help
for the printer driver.

% [Store/History] tab

@® [User ID:]
To register a document creator,
enter a user ID using up to eight
characters.

& Note

O If your user ID is the same as
that used by other people,
searching for documents by
user ID may be ineffective.

O The user ID entered is dis-
played in the printer's Docu-
ment Server list.

@ [Job type:]
To use Document Server, click
[Document Server] in the [Job
type:] list.

® [File name:]
Enter a file name using up to 16
characters.

& Note

O The file name entered is dis-
played in the printer's Docu-
ment Server list.

@ [Password:]

To prevent other people from
printing or deleting saved docu-
ments, enter a password using a
4-digit number.

& Note

O The security is not guaran-
teed if no password is en-
tered.
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% Functions that can be selected when sending a document to the Document Server
Some functions of the PostScript 3 printer driver are unavailable while send-
ing a document to Document Server. You can select these functions on the

machine's control panel when printing saved documents.

Functions Selecting on the Post-
Script 3 printer driv-
er

Paper Paper size available

Orientation (*) available
Order available
Paper source available (The bypass
tray is unavailable.)
Output tray available
Paper type available
Graphics Resolution available
Special settings Negative available
Mirror image available
Layout available
Reduce/Enlarge available
Device options Auto tray switch unavailable
Collate unavailable
Print mode unavailable
Staple unavailable
Punch available
PostScript PostScript output format available
Watermark Selecting watermark available
Printing watermark available
ﬁl mportant

O When landscape orientation is selected (*), duplex, staple and punch func-
tions do not work. Select portrait orientation.

& Note

O Use to send and print individual spreadsheet-created sheets. Functions do
not permit whole file handling.
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When Using Macintosh

Connect the machine to the comput-
er, and then install the PostScript 3
printer driver. For details about con-
necting, see p.9 "Connecting the Ma-
chine", Printer Reference 1. For details
about installing, see p.34 "Macintosh -
Installing the PostScript 3 Printer
Driver", Printer Reference 1. For de-
tails about network configuration,
contact your network administrator.

Making settings

ﬂ Access the [Printer Properties] dia-
log box.

For details about accessing the
[Printer Properties] dialog box, see
p-9 "PostScript 3 - Setting Up for
Printing", Printer Reference 2.

Bd 1n the tist, click [Store/History] .
B Enter a user ID in [User ID:] .

& Note

O Enter User ID using up to 8
characters.

O 1n the [Job type:] Tist, click [Docu-
ment Server].

B Enter a file name and password,
and then click [OK].

& Note

O You can print even without en-
tering a file name and pass-
word.

O Restrictions on entries are as fol-
lows:

¢ Filename: up to 16 characters

* Password: 4-digit number
(fixed)

O The security is not guaranteed if
no password is entered.

ﬂlmportant

O Do not forget the password.
Without it printing is not possi-
ble.

E Make other print settings if nec-
essary.

? Limitation

O Some print functions cannot be
selected when sending a docu-
ment to Document Server. For
details, see = p.39 “Settings”.

ﬂ Click [Print] to start printing.
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Settings

To use Document Server, make neces-
sary settings in the following dialog
box.

ﬂlmportant
O You cannot use Document Server

with PageMaker 6.0] or 6.5].

A Reference
For details about accessing the
[Printer Properties] dialog box or
making other settings, see p.9
"PostScript 3 - Setting Up for Print-
ing", Printer Reference 2 or Help
for the printer driver.

% [Store/History] menu
@ [Store/History] menu
@ [User ID:]

& Note

O If your user ID is the same as
that used by other people,
searching for documents by
user ID may be ineffective.

O The user ID entered is dis-
played in the printer's Docu-
ment Server list.

® [Job type:]
To use Document Server, click
[Document Server] in the [Job
type:] list.

@ [File name:]
Enter a file name using up to 16
characters.

& Note

O The file name entered is dis-
played in the printer's Docu-
ment Server list.

® [Password:]
To prevent other people from
printing or deleting saved docu-
ments, enter a password using a
4-digit number.

& Note

O The security is not guaran-
teed if no password is en-
tered.
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% Functions that can be selected when sending a document to the Document Server
Some functions of the PostScript 3 printer driver are unavailable while send-
ing a document to Document Server. You can select these functions on the
machine's control panel when printing saved documents.

Function Selecting on the Post-
Script 3 printer driver
General settings Copies available
Page available
Paper source All sheets available (The bypass
tray is unavailable.)
First sheet available (The bypass
tray is unavailable.)
Background Printing | Job type available
Time available
Cover sheet Cover sheet available
Tray for cover sheet available
Color settings Color available
Printer profile available
Layout Page/Sheet available
Orientation available
Frame border available
Duplex available
Errors PostScript error available
Load paper available
Saving files Save as type available
PostScript level available
Format available
Font data available
Printer functions Collate unavailable
Print mode unavailable
Paper type available
Bin available
Staple unavailable
Punch available
& Note

O Use to send and print individual spreadsheet-created sheets. Functions do
not permit whole file handling.
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Managing Saved Documents

By using the machine as a network printer with TCP/IP protocol, you can check or delete
documents saved in Document Server from a Ridoc Desk 2000 / Lt networked computer.
You can control printing from the computer as well as from the control panel.

& Note
O For details about operating Ridoc Desk 2000 / Lt, see Help for Ridoc Desk 2000 / Lt.

Printing Saved Documents

Document Server allows you to print documents sent from a computer. Register a file
name, user name or user ID (according to operating system or printer driver) as follows.

Operating system Description

Windows RPCS (standard) Click the [Setup] tab (when
[Multi-tab] is selected) or the
[Print Settings] tab (when [Cus-
tom Setting] is selected), and
then click [Details...] to display
the [Job Type Details] dialog
box. In the [Job Type Details] di-
alog box, enter a file name and
user name.

PostScript 3 (optional) Click the [Store/History] tab,
and then enter a user ID.

Macintosh Click the [Store/History] menu,
and then enter a user ID.

ﬂlmportant

O Do not attempt to interrupt data being sent to the Document Server. If you ac-
cidentally interrupt sending, delete the sent document using the control panel
of the machine. For details about deleting, see Copy Reference.

O No more than 200 documents can be stored in the server. Even if fewer than 200
documents are saved, when a document of more than 1,000 pages is saved or
memory is full, no more can be stored. Stored documents include the following:

* Documents scanned from document feeder or exposure glass saved in
Document Server

O Delete unnecessary documents whenever possible. For details about deleting,
see Copy Reference.

& Note

O If you enter an incorrect password for a document three times consecutively, docu-
ment access is refused. Turn off the main power switch, and then turn it on to re-enter
correctly. However, access attempts for other documents are still accepted.

O Enter Password using 4-digit number.
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Deleting Saved Documents

You should delete any of the saved documents using the control panel of the machine.
This section describes how to delete saved documents.

ﬂlmportant

O You can save up to 3,000 documents in the Document Server. No more docu-
ments can be saved, when there are 3,000 documents in the Document Server.
You should delete unnecessary documents.

O You can set the timer to delete the documents stored in the Document Server
with the User Tools. = “Delete All Files” in the System Settings manual.

& Note

O You can delete all the saved documents at a time with the User Tools. = “De-
lete All Files” in the System Settings manual.

Follow these steps to delete saved documents.

ﬂ Press the [ Document Server] key.
The “Select Files to Print” display appears.

g Select a document you want to delete by pressing the name of it.

The selected name is highlighted.

Page |Total |Print

Select files to print.
| userdame | Filememe | Date JPage Bmizai..
s

| Search by User Mame g

g
| Search by File Name 1| |1 | |copvonos [ug. 27| 1]

[ ] |copranot [mug. 27| 1]

0U Can SCaN originals
0 store them. | |saLEs v, |captanoz [, 27| 1]

Atter selecting file,
it Settings can
be changed.

Sean Original

& Note
O You can search the document you desire by the file name or the user name.

3 You can sort the files in order of [User Name], [File Name], or [Date]. Press the
key you want to sort by.

O If you cannot choose the desired document by its name, you can print the
tirst page to check the contents. Press the line for the desired document,
and press the [Print 1st Page] key followed by the [ Start] key.

O Press the selected line again to cancel the print job.

O If you select a document which requires a password, the “Input the Pass-
word” window appears. Enter your password using the number keys, and
press the [OK] key. To delete the value entered, press the [Clear] or
[Clear/Stop] key. To cancel a selected document, press the [Cancel] key.
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O If you enter an incorrect password for a document three times consecutive-
ly, document access is refused. Turn off the main power switch, and then
turn it on to re-enter correctly. However, access attempts for other docu-
ments are still accepted.

O Enter Password using 4-digit number.
B Repeat step B if you want to select more than one document.

O press the [Delete File] key.

A confirmation dialog box appears.

| Search by User Mame g

Tui ar mare files can be printed cortinuous |y,

Page |Tatal |Print

Scan Original

[ Userrame  f Fileteme 1 Date JPame [PritgOdri...., |[hs
; = Delete File
| “Gearch by File Neme 1| |1 | |captanos [Awg. 2] 1] @ ;} L...“_.._..w..g
= e Print 1at Page
'0U can scan originals | | |CDPWUD] |RUQ' 2?| ! ‘ 1 F Detail Atter selecting file
[ Detai s
0 store them. L“‘“““‘““"“j Frint Settings can
11 be changed

Print Settings

ﬂ Press the [Delete] key to delete it.

@ Following file will be deleted
APE YU SUre you wart to delete it?

Llser name 2ALES DIV,
File name -COPYO002

[ Donot Delete

& Note
O To cancel the delete operation, press the [Do not Delete] key.
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Scanning in Facsimile Mode

p Reference

For details, see "Storing a Docu-
ment" in the Facsimile Reference
<Advanced Features>manual.

ﬂ Make sure that the machine is in
Facsimile mode and the standby
display is shown.

If the standby display is not
shown, press the [Facsimile] key.

g Place your original and select any
scan settings you require.

B press [store File].

1 ]| FEDest. Management g

Sub TX hiode I

Sore File

MEW YORK
OFFICE

ﬂSelect [Store & Transmit] or [Store
only].

Select [Store & Transmit] to send
documents after stored.

Store only g

FAXO0OZ

Select [Store only] to store docu-
ments.

Store File

FaX0003

When [Store only] is selected,
“RAKAKKKKKXKKX is

shown.

B Set the user name, file name and
password if necessary.

& Note

O If you are not going to set the
user name, file name, or pass-
word, go to step @.

O You cannot change multiple
documents at once.

O The security is not guaranteed if
no password is entered.

Programing a User Name

& Note

O Set user names from those that
are programed in the user code.
Set the user codes in the System
Settings manual.

@ Press [File Info. Setting].

e

Store File

Group

EW YORK
OFFICE

= 1o
_ / ) Fa¥X0003
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@ Press [User Name].

T

File Informat ion

Mone

S
Fax000
[ File Name g

Mong

The User Name Change menu is
shown.

© Press the user name to be pro-
gramed.

8 fcoo FOEF f H § Lk % LW

| "slEsDlv. | LEGALDI¥. § CREDIT DIV. § EPOR]

| TECHNIGAL DIV. | DOMESTIC DIV. 1

The user names that are pro-
gramed in the user code are
shown.

& Note

O To set an unprogrammed
user name, press [Non-pro-
gramed Name] and enter the
name. User names that are
entered by pressing the [Non-
programed Name] are Not Pro-
gramed.

O Press [OK].

The specified user name is
shown.

@ Press [OK].

Setting a File Name

@ Press [File Info. Setting].

e

Store File

Store only i

FAXO003

File Info. Setting

@ Press the [File Name] .

The File Name Change menu is
shown.

T [

File Information

Mone
Liser Mame
Fa¥X0003

File Mame i

None

© Enter the file name.

A Reference
For information about how
to input characters, see the
System Settings manual.

O Press [OK].

The changed file name is
shown.

@ Press [OK].
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Setting a Password O Press [OK].
’ KHHK is shown.
@ Press [File Info. Setting]. @ Press [OK].
B Press [OK].

ﬂ If you have selected the [Store &
Transmit] , specify the receiver.

081-180

— 9 Note
e setng | O If you have selected [Store only],
go to step B.
@ Press [Password]. B Press the [Start] key.
The Password Setting menu is
shown.

R

File Informat ion

Tone

User Neme
FANO0

[ File Name §

Mone

OFFICE

© Enter a password using the
number keys.

Al 12,2000 FIEEE

Password

Entter new password with Number keys,
then press [JK].

& Note

O If you make an error, press
the [ Clear/Stop] key or [Clear],
and then reenter your pass-
word.

O Enter Password 4-digit number.

O The security is not guaran-
teed if no password is en-
tered.
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File Manage ﬂ Press the document to be changed.
A Reference i SE'T_M"EU e
. e " . lser Mame il Marne e {Page |
For details, see "File Manage" in =
the Facsimile Reference <Ad- E|I]|DEIMESTIE DIV,  |FAxnN03 [Ang. 12 1]
vanced Features> E' l Gl LTI W )
B press [sub TX Mode]. I

Changing a File Name

FmDest. Managemert

Sub TH hode I

081-180

@ Press [Change File Name].

[

12,2001

leted or changed

I Fierame | vate JPage| T omer ||| DeiteFie §
= DOMESTIC DIY.

g -

The Sub Transmission menu is
shown.

| 7| 7]

|Faanot

g Press [Select Stored File].

@ Press [Backspace] or [Delete All]
and reenter the file name.

Select item

ye Reference
For information about how
to input characters, see the
System Settings manual.

© Press [OK].

[ BookFax 4| 2 Sided Original |

| ofd. Message | duto Documert || Select Stored File | options

B Select [Manage/Delete File].

Select file to transmt, then press [OK]

3 [ Usermame  {  FileName  { Date {Page|
E [ @[poMESTIC DIV, |Faxoons [ Aug. 12| ]
E [ a] [Fanoong [ T[] 4
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Changing a User Name

@ Press [Change User Name].

Al 1EZUNT G T

leted or changed

FileMame  Jf Date jPage| T4 Order §| DeleteFil |
DOMESTIC DIY.

Change Uiser Namei

FAN0001 | wes | 7] |, i

Change File Name ;

@ Press [Clear].
The user name is deleted.

W8 F oo f O EF ¥ GH f LK % LMN

| "sALESDIY. f LEGALDIY. § CREDITDIV. § EXPOR]

| TEcemrcel prv. | powesTic pIv. §

@ Press the new user name.

& Note

O To set an unprogrammed user
name, press the [Non-programed
Name] , and then enter the name.

O User names that are entered
by pressing the [Non-pro-
gramed Name] are not pro-
gramed into the user code.

p Reference

For information about how
to input characters, see the
System Settings manual.

O Press [OK].

Changing the Password

@ Press [Change Password].

@ Enter a new password using
the number keys.

Change Password

Enter nesw passand with Number keys,
then press [OK].

© Press [OK].

B Press [OK].
The initial display is shown.

Delete File

Use this feature to delete your stored
documents.

p Reference

For details, see "Delete File" in the
Facsimile Reference <Advanced
Features>

BD press [sub TX Mode].

R Dest. Management

1| 50T Moe

T




Protecting Documents Stored in the Document Server

ﬂ Press [Select Stored File].

Select ftem

| BookFa 3| 2Sided Original |

[ 't Message 1| Auto Document || Select Stored File 3| options |

B Select [Manage/Delete File].

Select file

[ UserMName  § il Name 1 Date jPagef ¥

'

[Aug. 12 1]

[ #ug. 2] ] 14

| @|pouesTIC DIv.  |Faonoa

[H] |Faooos

[ ... -1

ﬂ Press the document you want to
delete.

B Press [Delete File].

Al 1EZUNT FIEEEN

leted or changed

Delete File |
DOMESTIC DIY.

Change Uiser Namei

FAXO003

Change File Name ;

1 File Mame 1 Date JPage|  TX Order §|

|[Faxanos law. 12[ 1] |,

(3 ress [Delete].

& Note

O If you want to cancel the dele-
tion of a document, press [Do not
Delete.].

ﬂ Press [OK].
8 Press [OK].

The initial display is shown.

Sending a Stored File

Use this feature to send documents
that are stored in the Document Serv-
er. You can specify and send multiple
documents, and also send them with
scanned originals all at once.

You can also print the stored originals
with [Print File].

® Limitation

O Only the documents that are stored
using the fax feature can be sent or
printed by pressing the [Facsimile]
key. Documents stored using the
copy feature or printer feature can be
printed by pressing the [ Document
Server] key. = "Document Server" in
the Copy Reference manual

¢ Free Polling transmission

¢ ID Polling transmission

¢ Personal ID Polling transmission
* Immediate transmission

* Batch transmission

* On-hook Dial

¢ Manual Dial

& Note

O You can specify a maximum of 30
documents at one time.

O The machine can send a total of 400
pages in one operation. With the
optional Expansion Memory, it can
send a maximum of 1000 pages.

O The specified documents are sent
with the scan settings of when they
were stored.

O The stored documents are given
"File Names", such as "FAX001"
and "FAX002", automatically.
However, you can change the file
names. = p.47 “File Manage”

O You can attach "User Names" to the
stored documents. = p.47 “File
Manage”
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p Reference

For details, see "Sending a Stored
File" in the Facsimile Reference

<Advanced Features>

B press [sub TX Mode].

TH status display |

est. hianagement

| Sub T Mode |

The Sub TX Mode menu is shown.

B select [Select Stored File].

[ BookFax 4| 2 Sided Original |

| “otd. Message 3| duto Documert | | Select Stored File |

Options

B Select the documents to be sent.

Select file to transmit, then press [OK]

| UserMame | FileName | Date {Page|
=
| m|oowesTIc p1v.  [Faxonoa [Ang. 12 1]
| |[Faxanna [aug. 12| Y 11

& Note

O When multiple documents are
selected, they are sent in the or-
der of selection.

O Press the [TX Order] key to ar-
range the order of the docu-
ments to be sent.

O Press the [File Name] key to place the
documents in alphabetical order.

O Press the [User Name] key to
place the documents in order by
the programed user name.

O Press the [Date] key to place the
documents in order by the pro-
gramed date.

Specifying Documents from the
"File List"

@ Press [A Prev.] or [V Next] to dis-
play the documents to be sent.

@ Select the file name.
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Specifying Documents from the Specifying Documents from the

"File Name" "User Name"

@ Press the [Search by File Name] @ Press the [Search by User Name]
key. key.

Select Stored File Select file to transmit, then press [OK]

Select Stored File Select file to transmit, then press [OK]

UserMame 1 FileMame  } Date

UserMame 1 FileMame  } Date

| [ [poMESTIC DIV, |Fax0003 | #ug. 1 | [ [poMESTIC DIV, |Fax0003 | #ug. 1

il [Faanng [ fug. 1 il [Faanng [ fug. 1

[ Search by File Name | [ Search by File Name |

@ Enter the name of the docu- @ Press or select the user name of
ment to be sent. the document to be sent.
¥

e e s il ¥ EI 1 E ] B w T E T T im
T | I | I | T | \: P jE | "sALEsDIY. § LEGAL DIV. f CREDIT DIV. § EPORT]
1 1| h b k3 | [ TECHNICAL B1V. | DOMESTIC G1v. ]
[ e | [ 1| s|s =i

& Note & Note

O The file name is searched by O To search by entering the user
partial matching. name, press [Non-programed

e Name] and enter the user name.
Reference The user name is searched by
For information about how partial matching‘
to input characters, see the
System Settings manual. A Reference

@ Press [OK]. For information about how

to input characters, see the
System Settings manual.

© Press [OK].
O Select the file name.

O Select the file name.
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ﬂ If you select a document with a
password, enter the password.

If the document does not have a
password, proceed to step 0.

@ Erter password with Murmber keys,
then press [OK].

]

& Note

O If you enter an incorrect pass-
word for a document three times
consecutively, document access is
refused. Turn off the main power
switch, and then turn it on to re-
enter Correctly. However, access
attempts for other documents are
still accepted.

O Enter Password 4-digit number.

B Press [OK].

B When you want to add your origi-
nals to the stored documents and
send them all at once, press [(]
Origi. + Stored File] or [Stored file + (]
Origi.].

When sending only the stored doc-
uments, go to step .

I tum or more files are selected, they will be transmitted together.

| UserMame | FileName | Dafe {Pagef T Order

| ... R

[d] |[Faxanos law. 12[ 1] |,

& Note

0

0

When the [ €] Origi. + Stored File]
key is pressed, the machine
sends in the order of "Originals"
to "Stored Files". When the
[Stored file + (] Origi.] key is
pressed, the machine sends in
the order of "Stored Files" to
"Originals".

The added originals are not
stored.

ﬂ Press [OK].
& Note

0

To add an original to the stored
documents, place the original
and select any scan settings you
require.

B Dial and press the [Start] key.
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Printing Stored Documents

Use this feature to print the docu-
ments stored in the document server.

? Limitation

O Only the documents that are
stored using the fax feature can be
printed. Documents stored using
the fax feature are shown with an
"F" in front. To print documents
that are stored using the copy fea-
ture or printer feature, press the
[Document Server] key. See the
Copy Reference and Printer refer-
ence for details.

p Reference

For details, see "Printing Stored
Documents" in the Facsimile Refer-
ence <Advanced Features>

ﬂ Press [Sub TX Mode].

mDest. Managementg

Sub TX hiode I

g

The Sub Transmission Mode menu
is shown.

ﬂ Press [Select Stored File].

Select ftem

| BookFa 3| 2Sided Original |

[ 't Message 1| Auto Document || Select Stored File 3| options |

B Select the document to be printed.

Select file to transmit, then press [OK]

| UserMame | FileName | Date {Page|

| m|oowesTIc p1v.  [Faxonoa

| |[Faxanna

L
I
I
I

& Note

O Press [File Name] to place the doc-
uments in alphabetical order.

O Press [User Name] to place the
documents in order by the pro-
gramed user name.

O Press [Date] to place the docu-
ments in order by the pro-
gramed date.

( To see details of the selected
document, press the [Detail] . To
return to the standby menu,
press the [File List] .

| Ity or more files are selected, they will be fransmitted togather.

- Shitage Method
Facsimile

i [ »File name
- Fhx0009
ke | - Liser name
B | DoMESTIC DIV,

- Storage time

3 #ig.#12/2001 07 :55PH
3| W Sie W Fages
ki 1

T order: 141
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Selecting a Document from "File
List"

@ Press [A Prev.] or [V Next] to dis-
play the document to be sent.

@ Select the file name.

Specifying a Document from the
"File Name"

@ Press [Search by File Name].

Select Stored File

Select file to transmt, then press [0K]

[ UserMeme  {  FileMName  { Date

-

[ [DOMESTIC DIv.  |Faxo00s | #ug. 1

] [Faanng [ fug. 1

[ Search by File Name |

@ Enter the file name to be sent.

||<r"§|w3’

AL E

;e§|;rg|t§|;y1|;ug|:. o\pig
' Ngilih%Iéi N il il
n§|mi| !;

o

& Note

O The file name is searched by
partial matching.

/O Reference

For information about how
to input characters, see the
System Settings manual.

© Press [OK].
O Select the file name.

Specifying a Document from the
"User Name"

@ Press [Search by User Name].

Select Stored File

Select file to transmt, then press [0K]

[ UserMeme  {  FileMName  { Date

[ [DOMESTIC DIv.  |Faxo00s | #ug. 1

] [Faanng [ fug. 1

[ Search by File Name |

@ Press the user name of the doc-
ument to be sent.

: B8 4 oo f EF 4 GH f LK 4 LhN
| "sALEsDIY. § LEGAL DIV. f CREDIT DIV. § EPORT]

!

| TECHNIGAL DIV, | DOMESTIC DIV.

& Note

O To search by entering the
user name, press the [Non-
programed Name] , and then
enter the user name. The user
name is searched by partial
matching.

p Reference

For information about how
to input characters, see the
System Settings manual.

© Press [OK].
O Select the file name.

ﬂ If you select a document with a

password, enter the password.

If the document does not have a
password, proceed to step[d .

B Press [OK].



Protecting Documents Stored in the Document Server

[3 p:css [Print File] o [Print 1st Page].

When the [Print File] is pressed, the
machine prints all the pages. When
the [Print 1st Page] is pressed, the
machine prints only the first page.

& Note

O To print both sides, press [Print 2
Sided].

ﬂ Press the [Start] key.

& Note

O When only the first page is
printed, the file name is printed
at the top of the paper.

O To cancel printing, press [Cancel].

’IIQ?ControIIing documents saved
in the Document Server from a
computer

The documents saved in the Docu-
ment Server can be viewed and con-
trolled from a network computer
with Ridoc Desk 2000 or Ridoc Desk
2000 / Lt installed.

The following operations are avail-
able from the computer:

* Displaying documents (Easy Viewer)

¢ Displaying document properties
(Properties)

¢ Deleting documents (Delete)

¢ Copying documents to a computer
(Copy)

* Printing documents (Print from
Document Server)

* Sending documents by fax (Fax
from Document Server)

e Exporting documents as files
(Export Document)

For details about the Ridoc Desk 2000 / Lt,
see operating instructions and Help for the
Ridoc Desk 2000 / Lt .

Settings made in System Settings en-
able you to send documents to the de-
livery server or to automatically save
documents in the Document Server.

For more information, see the Scan-
ner Reference.

@ Note

O When using Ridoc Desk 2000 or
Ridoc Desk 2000 / Lt, the pass-
word you entered for a specific
document will be valid until you
close the application. To access to
use your computer, make sure to
close applications after finishing
your job.
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Locked Print

Use this function for privacy when
printing confidential documents on a
shared network. Data is not printed
but stored in the machine. When us-
ing Locked Print, printing is not pos-
sible unless a password is entered
using the control panel. Your confi-
dential documents are safe from be-
ing viewed by other people.

Printing a Locked Print File

p Reference

For details, see "Printing a Locked
Print File" in the Printer Reference
manual

& Note

O If you enter an incorrect password
for a document three times consec-
utively, document access is re-
fused. Turn off the main power
switch, and then turn it on to re-en-
ter correctly. However, access at-
tempts for other documents are
still accepted.

O If you turn off the main power switch,
the document will be deleted.

O Once you have entered an incor-
rect password, it takes longer
(more than one minute) than usual
before the machine is ready for op-
eration after power on.

ﬂ Configure the locked print in the
properties of the printer driver.

p Reference

For details on configuring the
RPCS™ printer driver, see the
corresponding Help files.

g Click [OK] in the application's
print dialog box to start printing.

The locked print job is sent to the
machine.

B On the machine's control panel,
press the [Printer] key to display
the Printer Screen.

Screen User Tools/Counter
— Contrast

\O @/

(Toew ]
(Tommmm]
(Torme
[Tosm

ZCASO030E

nicating
| Receive
File

ﬂ Press [View Locked Print jobs].

Ready

T —

. P
I Ofline. o Paper Traystats

2u ofse O &0
R

Sample Printd cted Prirt

| View Sample Pt jobs I View Locked Print jobs

A list of the locked print files
stored in the machine is displayed.

Locked Print jobs (Offline)

[T T

0001 12/27 14:45 1

0001 [ e e T "
.........

The date and time when the job
was sent from the computer, as
well as the User ID is displayed.



Locked Print

B Select the file you want to print
by pressing on it.
& Note

O Only one file can be selected at a
time.

B Press [Print].
The password screen is displayed.

& Note

O If you enter an incorrect pass-
word for a document three times
consecutively, document access is
refused. Turn off the main power
switch, and then turn it on to re-
enter Correctly. However, access
attempts for other documents are
still accepted.

O Enter Password 4-digit number.

ﬂ Enter the password using the
number keys and press [OK].

The print confirmation screen is
displayed.
& Note

O A confirmation screen will ap-
pear when the password has
not been entered correctly.
Press [OK] to enter the password
again.

B press [ves).
The locked file is printed.

& Note

O Press [No] to cancel printing.

O If printing is stopped by press-
ing [Job Reset] after printing has
started, the file will be deleted.

Deleting Locked Print Files

p Reference

For details, see "Deleting Locked
Print Files" in the Printer Reference
manual

n Press the [Printer] key to display
the Printer Screen.

User Tools/Counter

&/m

[(Toow )
O Document Server
O Facsimile

(Torme )

[ Josmer ]

ZCAS030E

Screen
=1 Contrast

g Press [View Locked Print jobs].

Ready
| s - Emultion/Program

f > Pager Tray Sttus 720 o[sE ] &0
I A3 | A4 | A4

Sample Printd cted Prirt

View Sanple Prtt obs

View Locked Print jobs ]

| e |

A list of the files stored in the ma-
chine is displayed.

B Select the file you want to delete
by pressing on it.
& Note

O Only one file can be selected at a
time.
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ﬂ Press [Delete].
The password screen is displayed.

@ Enter the passvord with the nuber Feys, then press [OK].

& Note

O If you enter an incorrect pass-
word for a document three
times consecutively, document
access is refused. Turn off the
main power switch, and then
turn it on to re-enter correctly.
However, access attempts for
other documents are still ac-
cepted.

O Enter Password 4-digit number.

B Enter the password using the
number keys and press [OK].

The delete confirmation screen is
displayed.

B Press [OK].
After the file has been deleted, the
screen returns to the file list screen.

& Note

O If you do not want to delete the
file, press [No].



Personal Boxes

Personal Boxes

Use this function to receive private
documents utilizing this machine like
a post-office box. Printing received
documents in a Personal Box is not
possible unless a password is entered
using the control panel. Your docu-
ments are thereby safe from being
viewed by other people.

Printing Personal Box
Messages

& Note

O If you enter an incorrect password
for a document three times consec-
utively, document access is re-
fused. Turn off the main power
switch, and then turn it on to re-en-
ter correctly. However, access at-
tempts for other documents are
still accepted.

O Once you have entered an incor-
rect password, it takes longer
(more than one minute) than usual
before the machine is ready for op-
eration after power on.

O Personal Box messages will be de-
leted when all the messages in that
Personal Box have been printed.
Note that if you interrupt printing,
messages already printed will be
left in the box.

pe Reference
For details, see "Printing Personal
Box Messages" in the Facsimile
Reference manual

I] Press [Information].

information

The Information menu is shown.

g Select [Print Personal Box File].

12,2001

AUl

Journal Prirt Confidential R¥ File

ile Status Print bdernory Lock

ile Stalus Print Personal Box File

iy Status Store/DeletePrint Information Box File.

B Enter a box you want to print.

Store/DeletePrint Information Box File.
Select Box to store file.

FTiT
i [EXPORT DIV.

P
1 GEWERAL AFFAIR
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When password is required

@ Enter a password.

@ Enter password with Murmber Keys,

then press [OK].

@ Press [OK].

& Note

O If you make a mistake, press
the [ Clear/Stop] key or [Clear]
and try again.

ﬂ Press the [Start] key.
The received messages are printed.

& Note

O To stop printing, press [Stop
Printing]. The display will return
to step B.

B Press [Exit].

& Note

O If there are messages in other
Personal Boxes, the display will
return to step B. Repeat from
step B to print another file.

B Press [Exit].
The initial display is shown.



Key Operator Tools (for Administrator)

Key Operator Tools (for Administrator)

Key Operator Tools include security
settings. You can program a Key Op-
erator Code to prevent unauthorized
persons from changing User Tools
settings or finding a password. Make
sure you enter a Key Operator Code
using an eight-digit number to ensure
security.

With User Tools, the following securi-
ty settings can be made:

* Programming a Key Operator Code

* Displaying a password with a stored
file

* Programming the IP address of a
delivery server

* Programming and editing Personal
Boxes

’i'Q'f'-The display that appears when
a Key Operator Code has
been programmed

When Key Operator Code is programed
and turned on, users have to enter a
programed Key Operator Code to oper-
ate the User Tools and Key Operator
Tools. This prevents unauthorized peo-
ple from changing registrations.

& Note

O You can change the Key Operator
Code on or off with "System Settings".

O When you set the Key Operator
Code active, enter a code with the
number keys and select [Partial] or
[All Initial Settings] to limit access.
The factory default is set to "Par-
tial". Make sure you enter a Key
Operator Code using an eight-dig-
it number to ensure security.

¢ Selecting [Partial]
Only the Key Operator Tools
are protected with a Key Opera-
tor Code.

* Selecting [All Initial Settings]
The key Operator Tools and
User Tools are protected with a
Key Operator Code.

@ Press the [User Tools/Counter] key.
If you have selected [All Initial Set-
tings], go to step .

@ Select [Key Operator Code].

® Enter 8 digit Key Operator Code
with the number Keys.

@ Ky Operator Code is prograrmed
Enter the code with Number Keys,
then press [CK].

L 1

61



62

Security Settings

Programming/Changing Key
Operator Code

Display Password with Stored
File

p Reference

For details, see "Key Operator Tool
1/2" in the System Settings manual

i] Press [User Tools/Counter ] key.
ﬂ Press [System Settings] .
B Press Key Operator Tools.

ﬂ Press [ON] to enter an 8-digit Key
Operator Code.

B Select [All Initial Settings], and then
press [ON].

@ Note

O Make sure you select [All Initial
Settings] when programming a
Key Operator Code to ensure
security.

E Press [Exit].
ﬂ Press [User Tools/Counter] key .

I] Press the [User Tools/Counter] key.
El Press [System Settings].
B Select [Key Operator Tools].

EI Press [Display Password with Stored
File].

B If you forget the password, press
[ON]. And if you make sure the
password, press [OFF].

@ Note

O It is necessary to return setting
[OFF] after making sure pass-
word.

B Press [OK].
ﬂ Press [Exit].
B Press the [User Tools/Counter] key.



Key Operator Tools (for Administrator)

Delivery Server IP Address

l] Press the [User Tools/Counter] key.
ﬂ Press [System Settings].
B Select [Delivery Server IP Address].

ﬂ Press [«] or [—] to move between
each group of three numbers.

& Note

O If you make a mistake, press the
[Clear] and enter the correct
number.

B Press [OK].
B Press [Exit].
ﬂ Press the [User Tools/Counter] key.

Programing/Editing Personal
Boxes

I] Press the [User Tools/Counter] key.
El Press [Facsimile Features].

B Select [Key Operator Tools].

O select [Box Setting].

eﬁingsmdjustl Feception hode I Key Operator Tools I

| Parameter Seting | Prirt List i

| Program Spec al Sender | Print List ]

| ox Seiing G

| | Tranzter Fepart

Box Satting
Select B to program o change

T
- |adia

Confidert! [ | EEEEE

| |*Ncn Programed | g

‘ | 3 Nt Prograrmed 3 Not Programed

||
twengms | |
|
| |

| % Nat Programed Mot Programed

ou program a new box, press
Not Programed".

& Note

O If you change a box already pro-
gramed, press it and go to step

O The security is not guaranteed if
no password is entered.

O Enter the password using up to
eight characters.
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B Press [Personal Box]. [E] Specify any settings you require.

If you do not program [Password]
or [Receiver], go to step @.

@ Select kind of Box to prograrn.

Programing a Password

| FPersonal Box g | Information Biox g | Trangfer Box

@ Press [Password].
@ Enter a password.

Ents g with Mumber ke, th
ﬂ Enter a Box Name. E s A e

/O Reference

For information about how to
input characters, see the System
Settings manual.

B Press [OK].
g Enter a Box Code.

& Note

O If you enter an incorrect
P BocoHtng ol o password for a document
S Code three times consecutively,
document access is refused.
Turn off the main power
switch, and then turn it on to
re-enter correctly. However,
access attempts for other
documents are still accepted.

DEF COMPANY

[ Password g Mot pragramed.

O Enter Password using 4-digit
number.

& Note

O To change the Box Code, press
the [Clear/Stop]) key or [Clear]
and try again. To change Box
Name, press [Box Name] and re-
peat step . © Press [OK].

O If you make a mistake, press the
[Clear/Stop] key or [Clear] and
try again.

O If you make a mistake, press
the [Clear/Stop] key or [Clear]
and try again.



Key Operator Tools (for Administrator)

Programing a Receiver

Deleting Personal Boxes

@ Press [Receiver].

@ Select a destination with the
Quick Dial Table.

Specify receiver

1~080 ! 081160 § 161240

41~-320 § 321~-400 §

& Note

O If the desired destination is
not shown, press [A Prev.] or
[V Next].

© Press [OK].
ﬂ] Press [OK].

A box mode is shown next to box.
m Press [Exit].

[B Press the [User Tools/Counter] key.
The initial display is shown.

? Limitation
O If the messages are programed in
the box, you cannot delete it.

I] Press the [User Tools/Counter] key.
g Press [Facsimile Features].

B Select [Key Operator Tools].

ﬂ Select [Box Setting].

et'tingsmdjustl Reception kode I Key Operator Tools I

| Parameter Setting i Print List :
| | Frogram Special Sender E‘ Print List g
| | Box Setting | Print List |

| | Transter Report g

B Press [Delete].

Biox Setting

Select Box to program or change
| s | conteent| o | | wtomtn [
‘ | * Not Programed | § | | * Not Programed | 3 |:
‘ | * Not Programed | § | | * Not Programed | § [
: | % Not Programed | § i Programed | § [
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E Select a box you want to delete.

Biox Setting
Select Boxto delete

& Note

O When selecting a file set with a
password, the password input
screen is displayed. Enter the
password using the number
keys and press [OK].

O If you enter an incorrect num-
ber, press [Clear] or the
[ Clear/Stop] key to delete the en-
tered numbers. Press [Cancel] to
cancel file selection.

£ press [Delete].
A box is deleted and "%Not Pro-
gramed" is shown.

& Note

O To cancel deleting a Special
Sender, press [Do not Delete] and
the display will return to step 0.

B Press [Exit].

ﬂ Press the [User Tools/Counter] key.
The initial display is shown.



Cautions When Using Security Modes

Cautions When Using Security Modes

When using security modes, note the following:

Key Operator Settings

User Settings

Contact your sales or service repre-
sentative to check which version of
software is installed on the ma-
chine.

When using security modes, re-
mote management with Ridoc
Document Router is not possible.

You can use a User Code to man-
age operating conditions but not to
protect confidential documents
from being viewed by other peo-

ple.

/O Reference

See "User Code" in the System
Settings manual.

When specifying a delivery server
IP address, make sure to enter the
correct address. Delivery function
assures security for documents
stored in the document server us-
ing a registered password.

ye Reference
See "Delivery Server IP Ad-
dress"”, "File Transfer" in the

System Settings manual.

* Make sure you finish all settings

before beginning fax transmissions
or scanning originals.
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