Ricoh MP 5001 Reference Guide for Library staff
Updated By: Helium Tsui | Date: | September 1, 2011
Remark:

1. Manualis availableat www.lcshelp.yorku.caManualor UserGuide, PrinterManual
andUserGuide,RiconMP 5001 Copier
2. If copierrequiresservicedueto mechanicalpaperjam or tonerproblem/ issue please

contact:SteveTingey.
3. If networkprinting or scannerconcernpleasecontact: Icshelp@yorku.ca
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1. Manual is available at www.lcshelp.yorku.ca, Manual or User Guide,  Printer Manual 
    and User Guide, Ricoh MP 5001 Copier
2. If copier requires service due to mechanical, paper jam or toner problem / issue, please 
    contact: Steve Tingey.
3. If network printing or scanner concern, please contact:  lcshelp@yorku.ca
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Changing Modes

The Ricoh MP 5001 can produce in a variety of modes. To toggle between the modes, use the

equipment control panel on the front of the machine.
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The available modes are located on the left-
hand side of the display screen. To switch
between modes, press the appropriate button
on the left. The display screen will change to
the appropriate mode.

e Copy Mode — Copies of original
document are produced while in this
mode. Place the original in
the Automatic Document
Handler/glass platen and follow
the standard copy procedures
(See Basic Copy Features).

e Document Server Mode -
Documents can be copied, stored
and printed with special features
at a later date.

e Scanner Mode - Documents can
be sent via email or folder when the
machine is in this mode.

e Printer Mode — Documents can be
sent to the 5001 from a personal
computer for printing. Select this
mode to print the documents from
a computer.
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Basic Copy Features

1. To make a copy, press the ‘Copy’ button located on the left hand side of the control panel.
2. Place your originals on the glass or in the automatic document feeder.

Figure 1:
Document is placed 5

Face Up in the J=l=20 \
Document Feeder

3. Make your desired setting selections
from the display screen.

A.

Y
||

o8
.‘.l
||H|||'|

Figure 2:
Document is placed
Face Down on the
Platen Glass
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size as a percentage of the original L —aa—
document size. Set this to occur a_.u_. cpoci Crigrpll]_ FrisirG ﬂrmupsr.eex[ a— [r,.: ."uﬁm":ﬂesl Reskxe / Entass |
automatically by selecting the S

“Auto Reduce/Enlarge” button.

Manual document enlargement/reduction can occur by selecting the appropriate document size
available on the screen: ‘11 x17 > 8 "2 x 11°. Additional options can be accessed by selecting the
‘Reduce/Enlarge’ button located on the bottom right hand side of the screen.

Auto Paper Select —

Available paper options are:
Letter (8 72x 11), legal (8 V2 x 14),
or ledger (11 x 17)

enerat ion ooy

2 — Sided Documents — Copy documents that have text written on both sides. Select the
appropriate option for the document to be produced. Additional options are available and can be
accessed by selecting the ‘Dup./Combine/Series’ button located on the bottom of the screen.

. Original Type Setting — Select the original document type to ensure a cleaner copy is produced.

o Text — Original document contains text only

o Photo — Original document was produced on color copier or contains only photographs
o Text/Photo - Original document contains photographs and text

o Generation Copy — if the original document is a copy, this option can be used to produce
a clear and clean image.

o Pale — this option can be selected if the original document has pale lines or pencil marks
that can be difficult to view when copied.

Finishing Options — The stapling feature is included under this option.
o Sort — Copies are assembled in sequential order
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o Rotate Sort — Every other copy is rotated 90 degrees when delivered to the output tray. To use
this ‘Rotate Sort’ feature, two paper trays must be loaded with the same size paperin a
different orientation.

o Stack — Copies are grouped by page and shifted when delivered from the machine

o Staple — Copies are sorted and stapled together. Staple placement options are available and

can be selected on the main display screen

o Punch — Copies are punched for binding. Additional punch placement options can be selected

from the mail display screen

Additional options can be chosen by selecting the ‘Finishing’ button located on the bottom of the
screen.

F. Auto Density — Adjust the darkness/lightness of the document based on the quality of the original
4. Using the keypad, enter the number of copies required and press ‘Start’.

The display screen view can be adjusted to show the only most
commonly used equipment options. To simply the main display

screen select the ‘Simplified Display’ option next to the number e

keypad. BT T |
Qee ¢ C
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000 O |
POC .. e
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Paper Selection

The paper select feature allows you to manually select the desired paper size for your copies.
1. Select ‘Paper Select’ on the basic copy interactive screen.

2. Select the appropriate paper size desired.

o Auto — Copy is the same size as the original. This is the default setting
o LTR - Copyison 8 'z x 11 paper, regardless of the size of the original

o LGL - Copy is on 8 72 x 14 paper, regardless of the size of the original

o 11 x17 - Copy is on 11 x 17 paper, regardless of the size of the original

Bypass — The bypass tray found on the side of the copier allows for the use of special sized
paper that does not fall into one of the above paper trays listed. Standard sized documents can
also be fed through the bypass tray as well (Letterhead or color paper)

O

3. Enter the number of copies desired and press ‘Start’.

Duplex

This function enables you to make two-sided copies from one- or two-sided originals or one-sided copies
from two-sided originals.

s Making Two-sided Copies from One- sided Originals (1 - 2 sided)
- This feature enables you to make two-

sided copies from one-sided originals. 12 02233 [
1. Select the desired option frpm the .main display ’E‘ﬁa;ﬁﬁ Blx11 1117 | B%=11
screen or select ‘Dup./Combine/Series’ on the
interactive screen .
2. Select ‘Duplex’ Duplas | -otect item.
3. Select ‘1 Sided —2 Sided’ and
‘ ’ 1 [
select ‘'OK* ' ' Corrbie _E - E/ E
4. Place the originals in the Automatic Document Feeder :
and press ‘Start’ : T 1o Toe
1 Sided22 Sided 2
Bavcd Crientation
(2- 2 sided) — This feature enables you to copy two-sided originals on the front and back sides of the

paper.
1. Select the desired option from the main display screen or select ‘Dup./Combine/Series’ on the
interactive screen

2. Select ‘Duplex’

3. Select ‘2 Sided —2 Sided’ and select ‘OK’

4. Place the originals in the Automatic Document Feeder and press ‘Start’
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Finishing

The finishing option will allow stapling of copy sets as they are produced.

1. Place the originals in the automatic document feeder and select ‘Finishing’ on the interactive screen.
Your location may have optional finisher features on your equipment. Please refer to your
Equipment User Manual for specific details on how to operate optional features not included in

this section.

2. Select the desired staple or hole punch position from the available options. Available options may vary

e ‘ H H ” ‘

based on optional finisher features.
3. Place the originals, enter the
desired number of copies and =

Rotate Sort Stack

press ‘Start’.

B
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Print Features

The Ricoh MP 5001 can also be used as a black & white printer. You are able to access the print options

directly from your computer.

Accessing the Network Printer

1. Reference to document "Network Printer Installation
for Staff Workstation" from www.Icshelp.yorku.ca,
Helping tips for Application Software to install

2. select ‘Print’ from the ‘File’ drop down menu

3. In the Print dialog box, select the printer name
from the Name drop down list. Click on ‘Properties’,
‘Printing Preferences’, to select any special printing
options.

4. Specify the various print settings in the Properties
dialog box.

Printer

[dame: ] gé kappalSCTS_S1_RicohMPSO01 Bt :.1 Properties :
Status: Errari 1 d.or?uments waiting Find Printer ..,
Twpe; RICOH afitio MP 5001 PS

Where: Scott Library Technical Services {Copier Room) I Prink ko File
Comment;  Ricoh MPS001 without Banner I Manual duplex
Page range Copies

ol Mumber of copies: 3:

" Current Dage

" Pages: W collate
Enter page numbers an\:l,iur page ranges

separated by commas, For example, 1,3,5-12

Print what:  |Docurment - a0
Pages per shest: 1
Prink: All pages in range - ! pagn il

Srale to paper size: [No Scaling x

Options, J OF Close

& SCTS_S1_RicohMP5001_BEW, on kappa Properties [ []

General lShrarirngr Parts | Advanced | Secuity | Device Sgtﬁing‘s

=] ;SETS_S1_HicnhMP5001_E&W

Location: ’Scott lerary%aéhn\ca\ éelwées [ﬁop\er #\oom]

Comment: ;Hicoh MPS00 without Batner

adel: RICOH Aficio MP 50071 PS

Features
Calar: Mo Paper available;
Double-sided: Yes Letter
Legal
Staple Yes 117

Speed: 50 ppm

b arimum rezolution: 00 dpi

l Printing F‘refelences...J | Print Test Page

o]
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5.To switch between sheets, click the tabs for the appropriate area — Basic, Paper, Edit, Finishing, ....
Once the print settings are established, click ‘OK’ to begin printing

6. Select ‘OK’ to begin printing.

7. All the changes will not save after close the
application(s) since this is network printer.

SCTS_S1_RicohMP5001_BEW on kappa Printing Preferences 3
: One Click Presets :.be.tall-é;j SéE-tlngs igtonﬂg_t_.lratiop_ﬂ.»é\h-out |

Menu:
Current Setting i

i3 =F 2 = | adl
Job Setup Basic Paper Edit Finishing
|= i 3|
==
H H H H =store Defaults
Finishing Options [ [ ponrorro: |
: Portrait i
. . [~ Rotate by 180 degrees
The following is a summary of some of the copes:
available finishing features accessible through Pl f‘
. . . aper Size Aper Jize:
the print options of the Ricoh 5001. Lot [
s e 3
Full Size hd
elect the available options from the o
display Iist. Settings Summary 1-)0P. toﬂ\
o Collate — Sorted copies are o e e

produced.
o Staple — Copies are collated and stapled.
o Punch - Copies are 2 or 3 hole punched.

3. Once all finishing options have been made, select ‘OK’.
4. Enter the number of document copies desired. Select ‘OK’ to begin printing.

Two-Sided Printing

Duplex or two-sided printing occurs when the Ricoh produces documents with print on both sides of the

paper.

1. The user can adjust the position of the document and margins to ensure all information is captured
when producing the two-sided document.

2. Once all finishing options have been made, select ‘OK'’.

3. Enter the number of document copies desired. Select ‘OK’ to begin printing.

One Click Presets | Detailed Settings | Configuration/about |

One Click Preset List: SRR |
—Current Setting
Landscape Zonil

Basic Setting 2 sided Staple (2 sided)
Paper Size : Job Type:
Letter - :
Mormal Print | B Details...
Print On I ‘—]
Same as original size Paper Size: Paper Source:
|Letter Lj i@}:ij.ﬂut:maﬁcall\; Select j
Crientation: Media Type:
Settings Summary ‘ IF‘orh'ait Lj G}JPlainfRecyded j
ki Copies:
5 ) I 1 =

oK H Cancel | Apply
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Basic Scanning to Folder Features (not E-mail)

Figure 1:
Document is placed
Face Up in the
Document Feeder

| -lIIl

>
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y

\

1. Set your originals and press the [Scanner] key.

2. Press [Department], the default file type is PDF.

To change other format, press [File Name /

Typel.

3. File name will be automatically assigned and
started with date in department folder
H:\PUBLIC\Temporary\Scanner\[Department].
To specify file name, press
[File Name / Type], then press [File Name]

4. Press the [Start] key to scan
5. To scan multiple document i”t‘?w?ﬂﬁ?, fihlg,m —
must press the [Start] o =T
within 30 seconds. ©
6. Finish scan, press [#] 9
or wait for 30 seconds e
to preview. @
Note

Scanner Default Settings

FiY
3

& Scarmer !

Line Art
dpi
Auto Detect: Same Size

Scan Settinas

Figure 2:

Document is placed
Face Down on the Platen
Glass

[ Store Fite || [Scamned Fites Status | | Check Modes |

011002

Preview

Search Dest, |l Delivery Dest.

El | s
B [ e
Original Feed Type (IR
| Select StoredFile | Text || Subject | | Sender Name _|| Recept. Notice

Scan Type: Auto Color Select If thedocumentascolouronit, it is scannedasa colourdocument

Resolution: 300 DPI
Scan Size: Auto

LargerDPI, largerfile szie,betterdocument/imageguality.

)
Scan Settings

\ Resolution \[ Scan Size \r

J Scar Tvpe

Salect Scan Type.

Black & white: Text| [[B & Wi Teet # Line Art | |_B & Wi Text 7 Phato || Black & White: Photo_|

Gray Scale
Nuunsieem s N

| Aurto Colar Select

Original Feed Type RICED
File Name / Type __

Select Stored file_| ||

Select Scan Tyre,
[3lack & waite: Test [ 8 Ve Test / e Art || B & : Tt / o

|-'utl Colou: Test / Fhutu_HFuLl Colour: Gosy Pmtu‘

Auto Zaleur Select
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1.   Set your originals and press the [Scanner] key.
2.   Press [Department], the default file type is PDF.
      To change other format, press [File Name / Type].
3.   File name will be automatically assigned and 
      started with date in department folder
      H:\PUBLIC\Temporary\Scanner\[Department].
      To specify file name, press 
      [File Name / Type], then press [File Name] 
4.   Press the [Start] key to scan
5.   To scan multiple document into one file, 
      must press the [Start] 
      within 30 seconds.
6.   Finish scan, press [#] 
      or wait for 30 seconds 
      to preview.
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If the document has colour on it, it is scanned has a colour document. 
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Scanner Default Settings
Scan Type:  Auto Color Select
Resolution:  300 DPI
Scan Size:   Auto

htsui
Typewritten Text
Larger DPI, larger file szie, better document/image quality.


Press [File Name / Type]

1. File Type Settings are defaulted to PDF, can be
changed to other format.

2. File name will be automatically assigned and
started with date in department folder
H:\PUBLIC\Temporary\Scanner\[Department].

3. File Name can be specified, press [File Name].

4. Press the [Start] key to scan

Scanned File Preview

1. Press [Switch] to view next page.
2. Press [Send] to send document to server
H:\PUBLIC\Temporary\Scanner\[Department].

3. To scan another file, press [Department]
to scan.

4. Press [Copy] to end scan

5. Copy the scanned file(s) to other location and
delete it from the scanned folder
H:\PUBLIC\Temporary\Scanner\[Department].

File Narre / Type:
Select item.
pSingle Page POF
RS | wF |_ Seauity Settigs
Pkt -
i3 | P
—-

Select Stored file | ||

B Dyt File

Stioved File ame
File Size: 2B
P [icplay Pane

[/ Twitch

i i
! ]

Paoe: Sipe: A4
Colour Mode: Black & white

P Dl Pesition

Mt 1D [

[Store Fite | [Scamed Files Status | |

(O Ready

Search Dest. § Delivery Dest.
Set original and specif; i

Preview

Cie e il {ooo01] [o0002] [00003] [ 000041
1 Sided Original B3 BIBLIO HONACQ SEACD REF ‘
Original Feed Type (RICR1
File Name / Type |
| Select Stored Fle,_ | Text || Swbject | | Sender Name || Recept. Notice

User Tools/Counter

L

I -

| B )
| Receive File W

L; ‘\,,f?ﬁm n 4 pert
T —

Commu-
nicating
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3. To scan another file, press [Department] 
     to scan.
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4. Press [Copy] to end scan
5. Copy the scanned file(s) to other location and 
    delete it from the scanned folder
    H:\PUBLIC\Temporary\Scanner\[Department].
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1. Press [Switch] to view next page.
2. Press [Send] to send document to server
    H:\PUBLIC\Temporary\Scanner\[Department].
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Press [File Name / Type]
1.  File Type Settings are defaulted to PDF, can be 
     changed to other format.
2.  File name will be automatically assigned and
     started with date in department folder
     H:\PUBLIC\Temporary\Scanner\[Department].
3.  File Name can be specified, press [File Name]. 
4.  Press the [Start] key to scan
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Scanned File Preview
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