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Trademarks

o Microsoft and Windows are registered trademarks of Microsoft Corporation in the U.S. and other countries.
o The names of companies and products mentioned herein may be either trademarks or registered trademarks
of their respective owners.

Disclaimers

« To the maximum extent permitted by applicable law:

— The supplier shall not be liable for the result of operation of this software or the use of this document.

- The supplier shall not be liable to you for damages or loss of any document or data produced by using
this software.

- The supplier shall not be liable to you for any consequential, incidental or indirect damages (including,
but not limited to, damages for loss of profits, business interruption or loss of business information, and
the like) caused by failure of this software or loss of documents or data, nor for any other damages
arising out of the use of this software, if the supplier has been advised of the possibility of such damages.

« Some illustrations or explanations in this guide may differ from your product due to enhancement or change
in the product.

« The content in this document is for information only, and is subject to change without notice. While
reasonable efforts have been made in the preparation of this document to assure its accuracy, Ricoh
Americas Corporation, its contractors and partners, assume no liability resulting from errors or omissions in
this document or from the use of the information contained herein.

« No part of this document may be duplicated, replicated, reproduced in any form, modified or quoted without
prior consent of the supplier.

« It is possible that any document or data stored in the computer will be damaged or lost by user error during
operation or software error. Be sure to back up all important data beforehand. Important documents and
data should always be copied or backed up. Documents and data can be lost because of malfunction or
human error. Furthermore, the customer is responsible for protection measures against computer viruses,
worms, and other harmful software.

« We are not liable for any damage caused by a failure of this product, or for any damage as a result of loss of
data, or for any other damages arising out of the use or inability to use this software or manual unless liability
is imposed by statute.
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Revision History

Version Source Document Version
Ver. 1.00 Ricoh Americas Corporation Rev. 1 (May, 2015)

Adobe Acrobat or Adobe Reader is required to view PDF documents. Helpful Hint: When using internal
hyperlinks in this PDF document, press [Alt] + [+] to return to the page you were on.

Ricoh Help Desk: 1-800-RICOH38 (742-6438), Option #1
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Preface

This guide explains how to connect the RICOH SP C252SF Color Multifunction Printer

(hereinafter called “printer”) to your computer, install supplied software, and perform basic
scanning operations. For detailed information on other supported features, such as copying,
printing and faxing, please refer to the Operating Instructions.

Guides for This Solution

The following guides are available for the RICOH SP C252SF:

Getting Started Guide (this document).

Operating Instructions — This comprehensive guide (on CD) explains how to use the machine, for
example, how to configure system settings, and how to copy, print, scan and fax. The guide also contains
trouble-shooting, such as those related to printing and paper misfeeds, and important information
about types of paper and replacing consumables.

Quick Installation Guide — This reference explains how to unpack and install the printer.

Wi-Fi Settings Guide — This reference explains how to configure the printer for communication with a
wireless router (access point).

Initial Guide for Fax — This reference describes the installation and basic operation of the fax function.
Control Panel Diagram — This reference identifies function keys on the printer’s control panel.

Safety Information — This guide contains instructions and notes on the safe operation of the machine.

How to Read This Guide

The following conventions are used in this guide.

Convention Description
Important: Indicates key information.
Note: Indicates supplementary information.
Bold Face Indicates specific item, e.g., screen title or document name.
[Button Name] Indicates button/tab on printer control panel or computer screen.
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Acronym Reference

Acronym Full Name

AES Advanced Encryption Standard
ADF Automatic Document Feeder
AP Access Point (Wi-Fi Router)
DHCP Dynamic Host Configuration Protocol
dpi dots per inch

IP Internet Protocol

JPEG Joint Photographic Experts Group
LAN Local Area Network

MFP Multifunction Printer

PBC Push Button Connect

PDF Portable Document Format

PIN Product Identification Number
PSK Pre-shared Key

SSID Service Set Identifier

TIFF Tagged Image File Format

TKIP Temporal Key Integrity Protocol
URL Uniform Resource Locator

USB Universal Serial Bus

WEP Wired Equivalent Privacy

Wi-Fi Wireless Fidelity

WPA Wi-Fi Protected Access

WPS Wi-Fi Protected Setup
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SIR=E8 N Before You Begin

Before proceeding, please review 1.1 —1.3.

1.1 Unpack Machine

This guide assumes that the printer has been unpacked. For details, see the Quick Installation Guide
included with the machine. We also recommend that you copy the Operating Instructions from the
supplied CD to a folder on your computer, for easy reference.

1.2 Choose Setup Method

There are three ways to set up (connect) the printer to your computer. Choose the method that best
meets your configuration requirements.

Interface Type Connection Requirements
© USB Cable Local — Printer is connected directly to your  User-supplied
computer via a USB cable. USB 2.0 cable
(Type B)

Note: A USB
cable consists of one square
plug and one rectangular plug.

® Network Cable Wired — Printer is connected to your User-supplied
computer (e.g., on the business/home network cable
network) via a network (Ethernet) cable. (10Base-T or

100Base-TX)

© Wireless Network Wireless — Printer is equipped with an User-supplied
internal wireless LAN interface that enables  Wi-Fi router
cable-free connection to your computer. (access point)

RICOH ’
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1.3 Navigate Printer Settings

Instructions in this guide will require you to select various network and interface settings through the
printer’s control panel. Keys that you will use most frequently are outlined below.

1. User Tools 2. Scroll

Clear/Stop

User Tools 10 Card Copy

HT\-I)‘"
Quality

, BaW Start

Density
. Color Start

5. Selection 4. Escape

Item Key Description
1. [User Tools] Press to display all printer system and network settings.
2. Scroll [A] [V][4] [P] Press to scroll the screen up or down, left or right, to display

settings or to adjust values.
Note: When entering text, via the alphanumeric keypad, use the
left scroll key [] to erase characters from right to left.

3. [OK] Press to select a highlighted setting.
4, [Escape] Press to return to previous screen or exit screen.
5. Selection =™ Press key directly below the text to execute a function.

Note: For further information on control panel keys, please refer to the Operating Instructions, p24.
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SHII=ZVA Connect Printer

This section explains how to connect the printer to your computer based on the
setup method you selected in 1.2 Choose Setup Method.

2.1 USB Connection

A USB cable directly connects the printer to your computer. Even if the computer that you are connecting

to is networked, you can still connect the printer according to the procedures outlined below.

To make a USB connection, proceed as follows:

1. Turn printer power switch Off.

2. Insert USB cable (rectangular plug) firmly into computer’s USB port.

3. Before inserting the USB cable (square plug) into the printer’s USB port, install the
USB Printer/Scanner drivers. See 3.1 USB Quick Install.
Note: During software installation, you will be prompted to connect the USB cable

(square plug) to your printer, and turn the printer on.

2.2 Network Connection

Network connections include wired and wireless...

2.2.1 Wired (Ethernet) Connection

In a wired configuration, a network (Ethernet) cable connects the printer to your network hub (router)
or switch.

Important: The printer cannot connect to a wired (Ethernet) network and wireless LAN simultaneously.

To make a wired connection, proceed as follows:
1. Confirm that printer’s power switch is Off.

g

2. Plug network cable into printer’s Ethernet port.
3. Turn printer power switch On.
4. Next, install the Network Printer/Scanner drivers. See 3.2 Network Quick Install.
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2.2.2 Wireless Connection

There are three setup methods used to wirelessly network the printer to your computer, using a Wi-Fi
router — two Easy Setup methods and one Manual Setup method. Which method you use depends on the
router being used, specifically, whether or not it has a Wi-Fi Protected Setup™ (WPS) button, a feature
that simplifies configuration.

Easy Setup:

o PBC (WPS) Method: The Push Button Connect (PBC) method is recommended,
as it enables fast setup when using a router that supports WPS.

o PIN Method: If your router supports WPS, but does not have a dedicated WPS
button, use this method.

WPS
Button

Manual Setup:
o Manual Method: If your router does not support WPS, follow the Manual Method instructions.

Important:

« If using the PIN Method or Manual Method, you will need information about your Wi-Fi router (listed
below). During configuration, this information will be necessary to enable the printer to
communicate with your router. If you do not have this information available, please ask your Wi-Fi
installer, corporate Help Desk or router manufacturer before proceeding.

- SSID (e.g., NETGEAR30) Vo Secay = =
- Security Option (e.g., WPAZ) ;:Z;:r::;::“ R st oty = S e
- Network Key / Passphrase (e.g., WPA2 password) E’{:n;"‘ig::l:i:ii;:';;;:Z.“ESL:.SQi?;::’ﬁ;“fi'n"i."l‘:ﬂiZZZZT;"" Gi
« To access your router’s web page, you must have login credentials
r | |admin
(username and password). ﬂj T — |

Logout

NETGEAR genie

Firmware Version
R6200v2 V1.0.1.14 1014

Home »

Internet
: ooy >
Region Selection
Attached Devices » Region
Parental Controls =
ReadySHARE » Wireless Network (2.4GHz blg/n)
¥._Enable SSID Broadcast
Guest Network v Name (SSID) NETGEAR30
Channel Auto [=]
Mode Up to 145 Mbps ||
Security Options.

None
WPA-PSK [TKIP)
8 WPA2-PSK [AES]
WPA-PSK [TKIP] + WPA2-PSK [AES]
WPA/WPA2 Enterprise

Passphrase. Homeoffice973) (8-63 characters or 64 hex digits)

Sample Router Web Page

RICOH 10
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© Enable Wi-Fi Settings

Ensure that the printer’s Wi-Fi function is enabled, as follows:

1.
2.

O NV~ Ww

Press [User Tools].

Scroll [¥] to [Network Settings], and press [OK].

Note: If prompted for password, enter via numeric keypad, and press [OK].
Scroll [ ¥] to [Wi-Fi Configuration], and press [OK].

Select [Wi-Fi], and press [OK].

Select [Active], and press [OK].

To exit, press [User Tools]. Display reads, Please Restart Machine.

Turn printer power switch Off. Wait a moment, and then turn On.
Continue with @.

(2] Configure IP Address Settings

Choose automatic or manual method for configuring the printer’s IP address.

Automatic

1. Press [User Tools].

2. Scroll [¥] to [Network Settings], and press [OK].

Note: If prompted for password, enter via numeric keypad, and press [OK].
Scroll [¥] to [IPv4 Configuration], and press [OK].

Select [DHCP], and press [OK].

Scroll [¥] to [Active], and press [OK].

Press [User Tools] to exit. Display reads, Please Restart Machine.

Turn printer power switch Off. Wait a moment, and then turn On.

© N o v bk w

Continue with ©.

Manual

1. Press [User Tools].
2. Scroll [¥] to [Network Settings], and press [OK].
Note: If prompted for password, enter via numeric keypad, and press [OK].
3. Scroll [¥] to [IPv4 Configuration], and press [OK].
4. Scroll [¥] to [IP Address], and press [OK].
. Enter IP address via numeric keypad, and press [OK].

w

Note: Press [P>] or [4] to move between fields.
. Select [Subnet Mask], and press [OK].
. Enter Subnet Mask via numeric keypad, and press [OK].
. Repeat steps 6-7 for [Gateway Address].
. Press [User Tools] to exit. Display reads, Please Restart Machine.

O 00 N O

10. Turn printer power switch Off. Wait a moment, and then turn On.

11. Continue with ©.
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© select Wireless Configuration Method

PBC (WPS) Method PIN Method Manual Method

PBC (WPS) Method

Again, this method is recommended when your router has a WPS button. When

using this method, optimum security for the devices is automatically configured,
WPS

based on the connection environment. As such, it cannot be assumed that the Button

configured security setting is the most secure.

To connect using the PBC (WPS) Method, proceed as follows:

1. Press [User Tools].
2. Scroll [¥] to [Network Settings], and press [OK].
Note: If prompted for password, enter via numeric keypad, and press [OK].
3. Scroll [¥] to [Wi-Fi Configuration], and press [OK].
4. Scroll [¥] to [WPS], and press [OK].
5. Select [PBC], and press [OK].
Display reads, “Connect in PBC?”
6. Press [Yes].

Display reads, Please push the [AP] within 2 minutes (WPS button on the router). After you press
the WPS button, display then reads, PBC Executing....

7. Firmly press the router’s [WPS], within two minutes

Note:

« Connection succeeded: Display reads: Connection to AP has Succeeded. Press [Exit] » [User
Tools].

« Connection failed: Display reads: Connection to AP has Failed, press [Exit]. Restart the machine,
check that the router is working properly, and then try again. If the problem persists, contact 1-
800-RICOH38 (742-6438), option #1.

« Check wireless connection status: Press [User Tools] » [Network Settings] ™ [Wi-Fi Config-
uration] ® [Wi-Fi Status]. Display should read, Connected. To exit, press [Clear/Stop]. Note: Also
see Appendix A: Check Wi-Fi Connection Status.

« Confirm printer’s IP address: Press [User Tools] » [Network Settings] » [IPv4 Configuration] »[IP
Address]. Write the IP address down. To exit, press [Clear/Stop]. The printer’s IP address is also on

the Configuration Report. See Appendix B: Print Configuration Report.
8. Next, install Network Printer/Scanner Drivers. See 3.2 Network Quick Install.

RICOH 2
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PIN Method

You can enable wireless communication by registering the device’s PIN through the router’s web page.
This method is used when the wireless router supports WPS, but does not have a dedicated WPS
button. In order to successfully connect using this method, you need the device’s PIN (instructions
below) and the router’s URL/IP address. You’ll need to log in to the router’s web page, so have your
user name and password ready. Once logged in, you can enter the device’s PIN, thus establishing the
printer as a client on your wireless LAN.

Important:

« For assistance with the router web page URL/IP address and login credentials, please contact your Wi-Fi
installer, corporate Help Desk or router manufacturer.

« NETGEAR’S router web page is used for illustration purposes.

To connect using the PIN Method, proceed as follows:

1. Confirm that there is no network cable connected to the printer.
Note: If you have just removed the cable, restart the machine.
2.Get PIN
a. Press [User Tools].
b. Scroll [¥] to [Network Settings], and press [OK].
Note: If prompted for password, enter via numeric keypad, and press [OK].

c. Scroll [¥] to [Wi-Fi Configuration], and press [OK].
d. Scroll [¥] to [WPS], and press [OK]. PIN
e. Scroll [¥] to [PIN], and press [OK]. PIN Code:
f. Write down [PIN]. Do not exit screen.
[ Connect] Abort |
2. Enter PIN via Router Web Page

a. Launch web browser from computer connected to router. Windens Socry -
b. Enter router URL/IP address, e.g., http://www.routerlogin.net. ; e i
c. Enter User Name.
d. Enter Password.
e. Press [OK].

Note: For NETGEAR routers, adding a WPS client (such as a printer) | [ [

is performed through the [ADVANCED] tab » [WPS Wizard], as
shown below.

NETGEAR genie

V101141014
ADVANCED € - ! Auto [=]

Add WPS Client

New and easy way to connect to the wireless router using Wi-Fi Protected Setup (WP'S)

A wireless client has to support the WPS function if you want 1o use this wizard to add the client to your WPS-enabled wireless router.

Piease check the user manual and gift box of your wireless client to see whether it supports the WPS function,

If your wireless client does not support the WPS function, you have 1o configure your wireless client manually so that it has the same SSID and wireless security settings
as this router

» USB Storage

» Security

* Adminisration i

» Advanced Setup
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f. Follow screen prompts to enter Client’s (printer’s) PIN, i.e., number you wrote down in step 1f.
NETGEAR genie - -

Fi ve
R6200v2 bl

ADVANCED

Add WPS Client

Select a setup method.:
Push Button (recommended)
® PIN Number

HHE

» Setup

» USB Storage This is the security PIN of the WPS client. While connecting, WPS-enabled adapters provide a randomiy-generated security PIN

» Securi
2 Enter Client's PIN 12345678 [ Next |
» Administration

» Advanced Setup

3. Click [Next], if necessary. PIN
4. On printer control panel, press [Connect]. PIN Code:
. . . 12345678
5. When printer display reads, Connection to AP has Succeeded, [ﬁ_AbDTl
press [Exit] » [Clear/Stop].
Note:

« If the connection succeeds, an IP address has been assigned to the printer. To confirm, see
Appendix B: Print Configuration Report.

« If the connection fails, Connection to AP has Failed appears on the display, press [Exit] and
repeat from step 1. If the problem persists, contact 1-800-RICOH38 (742-6438), option #1.
. Router web page should indicate, for example, “The wireless client [xyz] has been added to the

()]

network successfully.” Click [Logout].

~

. Turn printer power switch Off. Wait a moment, and then turn On.

(o]

. Check wireless connection status. Press [User Tools] » [Network Settings] » [Wi-Fi Configuration] »
[Wi-Fi Status]. Display should read, Connected. To exit, press [Clear/Stop].
Note: Also see Appendix A: Check Wi-Fi Connection Status.

9. Next, install Network Printer/Scanner Drivers. See 3.2 Network Quick Install.
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Manual Method

If your router doesn’t support WPS, for instance some older routers don’t, there are two ways to
manually configure wireless LAN settings, using the embedded Web Image Monitor utility (via your

computer) or Infrastructure Mode (via the printer’s control panel).

Important: You will need to know the security method being used, e.g., if the authentication method is
WPA2-PSK, you'll need the Passphrase. This can be determined by accessing your router’s web page or

consulting with your corporate Help Desk.

Using Web Image Monitor
Web Image Monitor (WIM) is a utility built into the printer, which enables authorized users to easily

view, program or change printer settings via a web browser. For instance, if you would like to program
wireless settings manually, and you cannot use PBC or PIN methods — WIM simplifies the process.
Furthermore, if you have a long or complex passphrase, entry via WIM is easier than via the printer’s
control panel.

Before proceeding, please check the following:

« Printer power switch is On.

« Printer is connected to network (via Ethernet cable).

« Printer’s IP Address is available. Note: From printer’s control panel, press [User Tools] » [Network
Settings] ® [IPv4 Configuration] ™ [IP Address]. Write the IP address down. To exit, press [Clear/Stop].

To configure wireless settings manually, using Web Image Monitor, proceed as follows:

1. Open web browser.
2. In address bar, enter printer’s IP Address.

Home page displays...
n-\:ta:.'.'lzi--l‘).b..'- P-20 )(I B e aiong tews, S
EAQwKrewledos Base | | 3
Home: Language Engian > () Rabesn
Sastnn  Counler  Machine infoemation
B Model Hame 5° C2525F
B Lacatin -
= —
® HostMame  CISISFIMEAD |
® Disice Status Raady
—
Tonet
Black W Rarranng Lol ©
Migenta [} Rorarng Lovel §
Vellow [ Rprruarng Lovel &
Cyan W Rarrunng Level &
Wante Tonw Bottle el States 0K
Intarmadiate Tranuler Ui {1 States 0K
Fuutinsg Ling. 7] States 0K
Tranafer Foller = Staten 0K

Tray 1 W Status 0K wxn) Meacde Thick Pager (T5-90g/m2)
Bypans Try @ Ow ol Pape 812x11[ Macdy Thck Pager (75-90g/m3)
el i L
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3. On navigation pane, click [Network Settings] » [Wireless].

RICOH  spc2625F  wesma

Network Settings ) Rk
Natwork Sistus V6 Configuaion | Metwork Appleation  DHS  Auto E-mal Notication SNP SMTP POPY intemet Fax

Wiiredess LAN Status.
® Warnlens LAN Sty Cenemetad (Plamse ramave tha Ethemet catle and it 1 maks mieleis et |

™ MALC Address 00-9CTBOF F525

" G shonMefe  Infmstct e
» 550 METGEAR3
® Wireleas Sigrual Ststun 100% {Good)
= Wirsless

Wireless LAN Semings

4. Adjust Wireless LAN Settings to match those of your Wi-Fi router, as outlined below.

Setting
SSID

Communication

Mode
Ad Hoc Channel
Authentication

Encryption

WPA
Passphrase

WEP Key
Length

WEP Transmit
Key ID

Description

The available access point is displayed. To see additional access points, click
[Scan List].
If necessary, select [Infrastructure].

Please see note on next page.
Select Authentication method:
o Open System
o Shared Key
« WPA2-PSK
o Mixed Mode WPA/WPA?2
Select Encryption method based on chosen Authentication method.
« Open System: Set [None] or [WEP]
Note: If Encryption method is set to [None], go to 5.
« Shared Key: [WEP] only
o WPA2-PSK: Set [CCMP (AES)]
« Mixed Mode WPA/WPA2: Set [TKIP/EAS]
If [WEP] is selected for Encryption method, enter enabled fields. If [WPA2-PSK]
or [Mixed Mode WPA/WPS2] is selected for Authentication, enter enabled
fields.
Select 64 bits or 128 bits for the length of the WEP Encryption key.

Select an ID number to identify each WEP key in case multiple WEP
connections are configured.

RICOH
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WEP Key Select a format for entering the WEP key.
Format
WEP Key Enter the WEP key. The number and type of characters you can enter vary
depending on the length and format selected for the key, as follows:
o WEP key length: [64bits], Format: [Hexadecimal]
WEP key max length: 10 characters (0-9, A-F, a-f)
o WEP key length: [64bits], Format: [ASCII]
WEP key max length: 5 characters (ASCII characters)
« WEP key length: [128bits], Format: [Hexadecimal]
WEP key max length: 26 characters (0-9, A-F, a-f)
« WEP key length: [128bits], Format: [ASCII]
WEP key max length: 13 characters (ASCII characters)

5. When finished, click [OK] to save changes.

6. Close web browser.

7. Check that Wi-Fi is set to “Active.” Press [User Tools] » [Network Settings] » [Wi-Fi Configuration]
» [Wi-Fi] » [Active] » [User Tools].

8. Disconnect Ethernet cable.

9. Turn printer power switch Off. Wait a moment, and turn On.

10. Next, install Network Printer/Scanner Drivers. See 3.2 Network Quick Install.

Note: For further information on Web Image Monitor, please refer to the Operating Instructions, p233.

Using Infrastructure Mode
Infrastructure mode is the printer’s default communication mode, as most Wi-Fi networks function in this

mode. This enables you to connect the device for communication through a single access point, i.e., your
wireless router.

Note: Ad-Hoc mode, also known as “peer-to-peer” mode, is also supported. Ad-Hoc networks do not
require a centralized access point. Instead, devices on the wireless network connect directly to each
other. For instance, if you set up the two laptops in Ad-Hoc wireless mode, they would connect directly to
each other, without the need for a centralized access point. This would be useful for a temporary
connection, e.g., you're away from the office/home and need to connect two devices via a Wi-Fi
connection to exchange files or other information when there is no other Wi-Fi network to connect both
devices to.

To configure Infrastructure mode, proceed as follows:

Press [User Tools].

Scroll [¥] to [Network Settings], and press [OK].

Scroll [¥] to [Wi-Fi Configuration], and press [OK].

Scroll [¥] to [Setup Wizard], and press [OK].

Select [Infrastructure], and press [Next]. Display reads, Searching Scan List...

Select discovered router Network Name, e.g., NETGEAR30 or select [Input SSID] and enter/edit
manually via alphanumeric keys.

o vk wnNE
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7. Press [Next].

8. Scroll [¥] to, for example, [Mixed Mode WPA2/WPA], and press [Next].

9. Enter case-sensitive Passphrase via alphanumeric keypad, and press [Connect].

Display reads, Are you sure to connect?

10. Press [Yes]. Display reads, Executing....

11. After display returns to Setup Wizard, press [User Tools] to exit.

12. Turn printer power switch Off. Wait a moment, and turn On.

13. Check wireless connection status. Press [User Tools] » [Network Settings] » [Wi-Fi Configura-
tion] » [Wi-Fi Status]. Display should read, Connected. To exit, press [Clear/Stop]. Note: Also see
Appendix A: Check Wi-Fi Connection Status.

14. Next, install Network Printer/Scanner Drivers, as outlined in 3.2 Network Quick Install.

RICOH '8
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STEP 3 Install Printer/Scanner Drivers

The supplied Printer/Scanner Drivers and Utilities CD contains the software that
enables the printer and computer to communicate. Printer drivers, for example, are programs
that control print output on the device, so when you print a document, the driver sends the data
to the printer using the correct commands.

Important: If you do not have the printer’s software CD, you can download the files from Ricoh’s
website (www.ricoh-usa.com/downloads). Also see Appendix C: Printer Driver Download.

3.1 USB Quick Install

If you have a local connection to your computer, using a USB cable, you must install the USB drivers.

Note:
» The following drivers will be installed:
- USB TWAIN (scanner) driver
- USB PCL 6 printer driver
« Close all applications currently running, and ensure that no documents are in the print queue.

To install USB drivers, proceed as follows:

1. Confirm that USB cable (rectangular plug) is connected to your computer, and printer power switch
is Off. If necessary, see 2.1 USB Connection.

Note: During software installation, you will connect the USB cable (square plug) to your printer, and
turn the printer On.

-
.- AutoPlay ==

2. Insert the supplied Printer/Scanner Drivers and Utilities CD into

. ¢ 4DVD RW Drive (D:) Generic
the CD-ROM drive. =

["] Always do this for software and games:

3. Click [Run SETUP.EXE].

Install or run program from your media

&% Run SETUP.EXE
&s” Published by RICOH Company Limited

Note: The installer launches automatically. If not, double-click General options
SETUP.EXE from the CD’s root directory. Import pictures and wideos

using Dropbox

| Open folder to view files
. using Windows Explorer

View more AutoPlay options in Control Panel

X

4. If User Account Control message displays, click [Yes].

he following program to make
ter?

g Program name:  Setup Launcher Application
"= Verified publisher: RICOH Company Limited
File origin: CD/DVD drive

~ | Show details |___No

RICOH 9
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5. If necessary, select a language, and click [OK]. B oo Do v
Printer/Scanner Drivers and Ulilities

Selict a language.

— T

. . # Printer/Scanner Drivers and Utilities Lx
6. Click [USB Quick Install].
Printer/Scanner Drivers and Utilities

. fols
USB Quick Install B

USB TWAIN driver
-USB PCL & printer driver

Network Quick Install

PCL Printer Driver SelectLanguage
Browse This CD-ROM
PostScipt 3 Printer Driver A

LAN-Fax Driver Driver Installation Guide

- . - -

Network TWAIN Driver

Exit
- i v
7. Read License Agreement, select [l accept the Add rinter o Ty e —
. License Agreement =
agreement], and click [Next >]. v st s e e Ao [

Please read the following License Agreement. To continue the installation, you must accept
the agreement.

SOFTWARE LICENSE AGREEMENT

----YOU, THE END USER, SHALL USE THIS SOFTWARE("THE SOFTWARE")
ACCORDING TO THE TERMS OF THIS AGREEMENT.

BY LOADING THE SOFTWARE INTO ANY COMPUTER, YOU ARE AGREEING TO BE

BOUND BY THESE TERMS. IF YOU DO NOT ACCEPT THE TERMS OF THIS

AGREEMENT, YOU MAY NOT LOAD THIS SOFTWARE INTO ANY COMPUTER.

Grant of License

The Software is licensed for use by you for the equipment packaged with the

(@)1 accept the agreement. (7)1 don't accept the agreement.

Software installation begins... i
SP C2505FC2525F USB - InstaliSheeld Wizard “_!

Satup Status

| The Iersall Sheeld Wizerd is imstalling S C2E0SF/CISESF USE

Inssalling

RICOH 2
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Note: If a print job is pending (in queue), a warning message appears:
There is a job printing now. Click [OK] to close window. Click [Report] to
view Printer Driver Installation Log, or click [Finish]. To cancel the print i, Ve Rt B e £5)
job in queue, click [Start] » [Devices and Printers] » double-click printer

icon. Cancel the document(s) in queue, and repeat from step 6, above.

8. With [Add a new printer] selected, click [Next >]. e ey

’—-/ q <Method to Install Printer Driver>
- ‘Select the method to install 3 printer driver,

Select the method to install 3 printer driver then dlick [Next] to continue.

(@) Add a new printer

Update the current printer

Cam ]

s )

9. Select [RICOH SP C252SF PCL 6], and click [Next >].

|—/_ T <Select USB Connected Printer>
—— The following list indicates USB connectable printers.

o
@ seecariter  ® B Check Catierpowersutch ® 3 copying Fies P ' Auto-detect USB Port

Select 3 printer then click Next]

RICOH SP C2505F PCL6

P C2505F PCL 6
SP C2525F POL &

BTN o

10. Confirm that USB cable is disconnected from the e
printer and printer power switch is Off. <o betore sl e e

Flease check the following before instelling the printer driver.

. B seectaprner P W Check cabie/power swich ® ) Copying Files P ' uto-detect US Port
11. Click [Next >].
X
~apd & o
2 0
Disconnect the USB cable from the printer. Turn the printer's power switch Off.
[ seax | o | [

’—-’ 1 <Copying Files>
—_ Copying files...

o &
S soecarrmer P W check covirpamer swich ® B copyng Fies 2 4 Auto-detect usa Port

[Il

Copying files... Flease wiait

Adding driver. [RICOH SP C2525F PCL 6] 100%

Cancel

RICOH 2
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12. Now, connect the USB cable (square plug) to the printer,

and turn the printer power switch On.

Note: Please wait a moment while the computer detects

the printer.

13. To make this device your default printer, click [Yes].

Otherwise, click [No].

14. Click [Finish].

15. Click [Exit].

USB driver installation is complete!

Install Printer Driver

’—‘/ & <Auto-detect USB Port> |
== waitingfor o printer recagriton... |

| sescarmer  * B cockcaronerstn ® ) copmaries  * B pudesctiss o
|

f“@\ oﬂﬁ.

s v
Install Printer Driver _

a Do you want to use this printer as the default printer?

[ e
Installation comphetion. s |
5 Tarafarta ;e elick [Fapan] E__
Sohware instaltation is completed
Rapan L _mnsn 1]
8 prnesome Dvers g otes S
Printer/Scanner Drivers and Utilities
USB Quick Install Fissex el s toleeiet
1|7 does nol supp

2000

Network Quick Install |

PCL Priesss Cunar | Seled Lanqusge

Brcesg Thig CO-ROM
PostSenpt 3 Preter Diner Fien
LAN-Fa Dinr ] Diivae nstelation Guide

Mabwork TWAIN Drrour

16. To print a test page... gv  Windows
« Click [Start] » [Devices and Printers], right-click [RICOH SP oy g
C252SF PCL 6]. Select [Printer properties] » [Print Test Page].
22
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3.2 Network Quick Install

If you have a network connection from the printer to a network hub, using a wired (Ethernet) or wireless
connection, you must install the network drivers.

Note:
« This procedure installs the following components:
- Network TWAIN (scanner) driver
- Network PCL 6 printer driver
« Close all applications currently running, and ensure that no documents are in the print queue.

To install Network Printer/Scanner Drivers, proceed as follows:

1. Wired Connection: Confirm that the network cable is plugged into the
printer’s Ethernet port, and printer power switch is On.
Wireless Connection: Network cable is not required. However, confirm
that the printer power switch is On, and that you have made a successful
connection. See Appendix A: Check Wi-Fi Connection Status.

2. Insert the supplied Printer/Scanner Drivers and Utilities CD into your CD-ROM drive.

3. Click [Run SETUP.EXE]. [ Autopiay D)

. . DVD RW Drive (D) G i
Note: The installer launches automatically. If not, double- % el Generie

click SETUP.EXE from the CD’s root directory.

[] Always do this for software and games:

Install or run program from your media

£ Run SETUP.EXE
Published by RICOH Company Limited

| General options

Q Import pictures and videos
using Dropbox

Open folder to view files
J using Windows Explorer

View more AutoPlay options in Control Panel

4. If User Account Control window displays, click [Yes].

@ Program name:  Setup Launcher Application
& Verified publisher. RICOH Company Limited

File origin: CD/DVD drive

¥ Show details Yes ‘[ No ]

RICOH 23
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5. If necessary, select a language, and click [OK]. o prmersamer otvesand Uities [0 e

Printer/Scanner Drivers and Utilities

Selecta language.

English -

]

6. Click [Network Quick Install].

¥ Printer/Scanner Drivers and Utilities

P4
Printer/Scanner Drivers and Utilities
USB Quick Install enancTHAN e
-Meswark PCL B printes drhver
Network Quick Install
PCL Proer Denver | Selet Language
Erowse Thig CO-ROM
FrsEcnpt 3 Pinter Divser | -
LAN Fe Divvte | D e
Hetwark TYYAIN Diriver |
Exn
7. Read the License Agreement, select [l accept the

agreement], and click [Next >]. Add Priverand Ty W ——

License Agreement

Do you accept the terms of the License Agreement? et

=

Please read the following License Agreement. To continue the installation, you must accept
the agreement.

SOFTWARE LICENSE AGREEMENT

[m] »

-—--YOU, THE END USER, SHALL USE THIS SOFTWARE("THE SOFTWARE")
ACCORDING TO THE TERMS OF THIS AGREEMENT,

BY LOADING THE SOFTWARE INTO ANY COMPUTER, YOU ARE AGREEING TO BE
BOUND BY THESE TERMS. IF YOU DO NOT ACCEPT THE TERMS OF THIS
AGREEMENT, YOU MAY NOT LOAD THIS SOFTWARE INTO ANY COMPUTER.

Grant of License
The Software is licensed for use by you for the equipment packaged with the

RICOH
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SPC2S0SF/C2525F LAN -InstalShiekd Wizard e

Software Installation begins... Setup Staus

The InstallShield Wizard is installing SP C250SF/C2628F LAN

Installing

Note: If a print job is pending (in queue), a warning message Install PrinterDri\Er‘ -
appears: There is a job printing now. Click [OK] to close window. Click
[Report] to view Printer driver installation log, or click [Finish]. To p & There is a Job printing now. (35)
cancel the print job in queue, click [Start] » [Devices and Printers] »

double-click printer icon. Cancel the document(s) in queue, and

repeat from step 6, above.

=

st pirierooves .
8. With [Add a new printer] selected, click [Next >]. 1l

Select the method to Install a printer driver then dlick [Next] to continue.

*) Update the current printer

cancel

ot P e
9. With [Search for printers automatically] selected, st atadto b prmr>

click [Next >]. = oottt e

Select a methad to add printer then dick [Next] to contine.

Add 2 new printer

@ Search for printers auomanically

‘Search for printers by specfied IP Address

Select 2 port or speciy a new port

e ] e

RICOH 2
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Install Printer Driver
10. Wired Connection: Again, confirm that the - ===
network (Ethernet) cable is connected and printer = e
power SWItCh |S %. Confirm the following before connecting to the printer network and then dick [Next] to continue.

Wireless Connection: Network cable is not | 7 gog
. ) . T ﬂﬂ o [zasseso LI
required, but printer power switch must be On. 9 % ]

N

The povier Switch is On. Printer and LAN cable are connected. The [P Address is specified.

11. Click [Next >].

To check the IP Address print out the system seffings list.

Searching for network printers...
Please wait...

Important: If Cannot detect any network printers
error message appears, confirm that you have
completed step @ Configure IP Address Settings.

Then, click [OK] to close error pop-up. Repeat from
step 9.

Install Prinder Driver.

12. If necessary, select [SP C252SF], and click [Next >]. LB =i

|= The follwing 5% ndbcates printers found.
St o grrter than ek [ient] th ecntnon,

Frrier e Explanation
= 5p casts

T80Tl THA 52 RICEN 5P CISISH V2,00 | RICM Hetwet Privter C madelICON e
IDL68.15  RICON 5P CISF VE.00 |

JCEM Itse Prer C modeUTIcoN e |

13. Click [Continue]. P

Select and set Printer.

B
Comment : <RICOH SP C2525F V1.00g / RICOH Network Printer C model/RICOH Ne>
1 Driver : RICOH SP C252SF PCL 6
Port : <IP_feB0::226:73ff:fed7:e4d>
i--[¥] Default Printer
(.0 Shared
+ Share Name : <RICOHSPC>

Change settings for " Printer Name™
RICOH SP C2525F PCL 6_2

Restore Defaults Resets settings to the initial status.

Install Printer Driver

Status |Setting Default Printer.

Cancel

RICOH 2
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14. Click [Finish]. P

—
7 d Ta redar to the dled resull |—_.J

Sohware instaltabon is completed

Note: The Printer Driver Installation Complete screen
may include a Restart confirmation.

Confim restar

You must shed down and rostart your compunr b wso S new softwase. Do you want io restar your
eampanar now?

@ Yos Restarnghtnow
o, Flestan latar.

Haport | Finsh

e —
T T
Installation completion.

15. C I ICk [Fi n iSh] . Software installation is completed. To referto the installed result click [Repor]

|

L
|

Software installation is completed

Report | I |

& o messeme |

Printer/Scanner Drivers and Ultilities

16. If necessary, click [Exit].

USB Ouick Insta" 3 Please make a selecton.
Network driver installation is complete! g e

Network Quick Install

PCL Printer Driver J SelectLanguage

FostScript 3 Prines Driver e

LAN-Fax Driver | Driver Guide

Network TWAIN Driver

17. To print a test page... _ g=  Windows
« Click [Start] » [Devices and Printers], right-click [RICOH SP wnes Pringer'Tegt Rape
C252SF PCL 6]. Select [Printer properties] » [Print Test Page].

RICOH 2
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3.3 Presto! PageManager Install

Presto! PageManager supports local and network scanning from the printer’s ADF or platen glass
to your computer. Using this software, you can easily scan, share and organize your photos and
documents. This application also gives you the ability to create PDF files.

To install Presto! PageManager, proceed as follows:
1. Insert the Presto! PageManager CD into your CD-ROM drive.
2. Click [Run Setup.exe].

Note:

« The installer launches automatically. If not, double-click

“Setup.exe” from the CD’s root directory.
« If User Account Control window appears, click [Yes].

-
“ss AutoPlay Lo

==

. DVD RW Drive (D:)
v PageManager 9
["] Always do this for software and games:
Install or run program from your media l

- Run Setup.exe
¥ Published by NewSoft Technology Corporat.. ]

General options

Import pictures and videos
using Drophox

Open folder to view files
l using Windows Explorer

View more AutoPlay options in Control Panel

InstallShield Wizard

al

Frestal PageManager 9 Setup is preparing the InstallShield Wizard,
which will guide you through the rest of the setup process. Please wait

J Cancel

3. Click [Next >]. Presto! Pagehanager § Setup

‘Welcome to the InstaliShield Wizard for Prestol
FaguManager 4

The InstallShield Wizard

s T conhr:

nstall Prestol Pagebanager 3 on
chck Met

[ concal

RICOH
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4. Read the License Agreement, and click [Yes].

License Agrrrment
Fioasn read the fallowing license agreamont canetully.

Frogs the PAGE DOWH key 1o see the rest of the sgreement.

PewSon End User License Agroement

.
IMPORTANT - FLEASE READ CAREFULLY BEFORE INSTALLING =
This Uszer Licenza Ags [EULA) is a lag: wou [End

User) and MewSof ; 2 puler somware
(Sottweare]. which may include party supp ulable by

and thix refated documentston, Floase read this ELILA canlully. By instaling. copying. or

otharwisn using the Softwers, the End User sqress 1o bo baund by the tamns of this EULA. f you

o not agrea 1o the tarme of this ELLA. do natinstall or ute the Softwase -
Do you accepl terms ol the L Hyouselectto. [ prey ]
the sefup wil cdose. To mstall Prestol P ger 8, you must sccep

agreement

+Back I Yas I | Ha

Prestol PageManager 9

5. Select Destination Location, if necessary, and e Dt Lot
CIiCk [Next >]. Select folder where setup will install files. |

P B 9 in the foliowng folder.

Toinsaad to this folder, click Next To instell o & diteront foldes, click Browso and seloct another
folder

Dastnation Folder
C\Program FilasiNewSafFrasto! FagaManager 83 [ Browse. |

[[RETYT T | Jy -

6. Select Program Folder, and click [Next >].

Selid Pragram Folder
Flease select a program falder.
Sonpwil i the Br F

Soup Gl Yo ay type & now faldor name,
or el frarmn the et list Cl

PFrogram Folder.

Exi¢ting Faldars:
T——
Adrinsstrateen Tools e
Adobe =j
Broadeom

Dinice Sefing Uity for SGI110SFNw

Gamis

Googla Chrome
Java
Maintenance 2

Insanlling

PEEnSS——— e— |

Cancal
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prsto Prgehanager2Serup S

InstallShinld Wizard Complate

7. Click [Finish].

P
of
a
4

8. Go to Step 4: Scan a Document...

RICOH %
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STEP 4

Scan a Document

The RICOH SP C252SF supports local and network scanning. This enables you to
capture hardcopy documents, e.g., invoices, contracts and photos, in digital form — making file
archival and sharing easy.

Local scanning, also called “pull scanning,” is used when the printer and computer are connected
via a USB cable. A document placed on the printer ADF or platen glass is “pulled” using the
supplied Presto! PageManager software or TWAIN-compliant software, such as Windows Fax and
Scan.

Network scanning, also called “push scanning,” is used when the printer and computer are
connected to the network, either using a network (Ethernet) cable or wireless LAN. The
document is “pushed” from the printer control panel, via the [Scanner] key, and routed to a pre-
set shared network folder.

4.1 Local Scanning

Again, local scanning is supported when the printer is directly connected to your computer via a USB
cable. The TWAIN driver and Presto! PageManager software must be installed first. Documents can then
be “pulled” from the printer’s ADF or platen glass to a target folder on your computer.

Important: Scanning is initiated from the Presto! PageManager software, not the printer control panel,
i.e., you cannot press the [Scanner] and [Start] buttons on the printer. That operation is reserved for
network scanning only. For assistance with network scanning, please contact your corporate Help Desk.

After you have connected the printer, installed the TWAIN drivers and Presto! PageManager software,

you’re ready to scan...

1. Launch Presto! PageManager. Click [Start] » [All | Presto! PageManager 933

* Import Old Data
PrOgramS] | 2 [Scan Central]. B Prestol PageManager 9.33 User's Mar
w Prestol PageManager 9.33

5] Readme

s Stan Central

:‘3 Uninstall Presto! PageManager 933

Note: You can also access the Presto! PageManager User’s PrinWhere 3.8
Manual, which was automatically installed along with the R o
software. Adobe Acrobat or Adobe Reader is required to I Quicktime
view this document. 4w

RICOH 3
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2. Place document face up on ADF or face down on platen glass.

3. To begin scanning, click [File]. ‘, “ 'y ‘ 1';: ;}xb

Note: If you wish to first adjust scan settings, such as | fie | Ooud  Emsl  Appicsion
destination folder, file format or source (ADF or
platen), see below.

. Scanimage to Prestopm
Scanner captures image... =4~ Press "Cancel" to abort scan

Scan Taskl ...
- 125

“ yanu_. v Invoices vl&, Search il DO |
File displays within target folder... | owsnzes  boudeinibey- » - O] @

I L Favorites 2 .

o~ Libraries =
4. To view file, double-click document thumbnail. 5 Documents
4 :'_‘:" Scanfo01

Important: If you're scanning from the ADF, and the system B Sine
scans from the platen glass instead, go to Scan Central, click o Homegroup .
[Setting], and select Enable Document Feeder checkbox, click : Litem
[OK] and retry. l

Scan Settings
To adjust scan settings, such as target folder, file format or source (document feeder or platen), proceed

as follows:

1. Open Scan Central, if necessary, and then click [Setting].

-,

ey -

File: Cloud E-mail Application

RICOH -
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2. Select File icon, if necessary.

Important:

If “No Target Device!!” message displays,
click [OK] » [Select Source] » [SP
C250SF/C252SF USB] » [OK] » [OK].

By default, Scan Central saves scanned
documents in BMP file format, and then
saves them to the Documents Folder. Color
mode is also a default setting.

To change these common scan settings,
and others, proceed as follows:

a. To change file format, click [Save as
Type] drop-down [V¥]. Select desired
format, e.g., PDF.

Note: To change Scan-to-Email file

format, click the Email 2 icon, and
follow the same directions.

b. To change target folder, click Scan to [Property]

button.

c. Click [Browse].

d. Browse For Folder or Make New Folder.

e. Click [OK] » [OK].

Scan Central Settings ‘ ﬂ
Properties ‘ Scan Button for Scanner
Scan Central
Name: File
[¥]Use Defaultlcon
Scanto: C:\Users\Tech-Write\Docum
Save as Type Property..
Suppress TWAIN User Interface |
:;h_g Document Type [Magazme (Text and Picture) VI
Scan Mode [cotor -
@ Scan Size: [Leﬁ.er&.‘n:ﬂ inches ']
Resolution ISDD dpi V]
F‘a [¥|Enable Document Feeder [Ahgn-Cemev v]
&7
- Enable Duplex Scanning
] Continuous Scan
I:‘Descreen
| Cropping BizCard -
Match the orientation ofthe front and back images
Brightness, Contrast, and Threshold
.;:} a m Vo
D “ 1] v
- Start Scan Central when Windows starts Select Source
J
TR
Open with
Wintieras Exploner -
et
oK, Cancel |
Browse For Folder @

Please select a folder.

4 3 Tech-Write
L. VirtualBox
& Contacts

> by Desktop

»

| =T

Click [Scan Mode] drop-down [¥] and, for
example, select Black and White, Gray or Color.

> g Downloads

ki Favorites

RICOH

8 Links
> [ My Documents o
Important: To reduce file size, and ensure optimum 4
image clarity, scan all documents in black and white,
if color is not required.
. Click [OK] to save changes.
h. Begin scanning.
33
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4.2 Network Scanning

This section explains how to perform a basic Network Scan to Folder operation. First, you’ll create a new
folder on your computer, and within that folder’s Properties screen, share the folder. This enables the
printer (serving as a scan device) to route the electronic file to that folder. Lastly, you will add that folder as
a Scan Destination to the printer’s Address Book, so the printer and computer can communicate. Once
configured, you can easily perform Network Scan to Folder. For details on Scan to Email and Scan to FTP,
please refer to the Operating Instructions, p129.

4.2.1 Create New Folder and Share

1. Create a New Folder, where scanned documents will Wi (P
{ JRST | =4
go. For example, to have a folder easily accessible, you R .

3.

k .n:J
=i
i
s 208

can create one on your desktop. Right-click and select
[New] » [New Folder]. Name the folder, e.g., Invoices.

View
Sort by

,‘u‘; Refresh
Undo Delete Ciri+Z

Microsoft Access Database

ersonalize & Bitmap image
= Contact
%] Microsoft Word Document
&) Joumnal Document
L7 Microsoft PowerPoint Presentation
] Microsoft Publisher Document
Text Document

ji= ggg le 1P I

L] Microsoft Bxcel Worksheet
. WinZip File

& WinZip ZipxFile

B Briefcase

Ir@ Ia_:l l

(L &
r.‘}s“ A |
Hubmim= e el
Exn N wsl AN
(Wd <
Larlllicy
e iiaresaifi
. . . e AN oo,
2. Right-click Folder name, and select [Properties]. o &
r_/LE \i‘ﬁ !
Pioinz widramsif luiesiests Open
s B €  Move to Dropbox
‘. Share with
P S Restore previous versions

L4

Combine supported files in Acrobat...

Include in Iibrary
Scan with Malwarebytes Anti-Malware

»
(<]

g sendo g
Cut
Copy

% Create shortcut

Yy Delete
i i, Rename
Ayt piabrsles I

Properties
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3. Click [Sharing] tab.

4. Click [Advanced Sharing...].

Note: If User Account Control message displays, click [Yes].

5. Select [Share this folder] checkbox.

6. Click [Permissions].

~N

. Select [Everyone].

(o]

Yo}

. Click [OK] » [OK] » [Close].

. For [Full Control], select [Allow] checkboxes.

Gener: Shﬁfiﬂgl‘ Security | Previous Versions | Custol ‘

Network File and Folder Sharing

Invoices
! ) Shared

Network Path:
WTECH-WRITE-PC\Users\Tech-Write\Deskioplinvoices

Advanced Sharing

Set custom permissions, create multiple shares, and set other
advanced sharing options

BT

Share this folder

Settings
Share
Invoices
Add Remove
Limit the number of simultaneous users to: 20 £
Comments:
I Permissions II Caching I
E oK ] [ Cancel ] [ Apply ]

Share Permissions

Group or USer names:

Permissions for Everyone Allow Deny
Full Control [}
Change 1
Read ]

Leam about access control and permissions

| ok J[ camel || Apply

RICOH

35



RICOH SP C250SF/SP C252SF Color Multifunction Printers

Getting Started Guide

4.2.2 Register Scan Destination (via Web Image Monitor)

Next, you need to register the network share folder (created in previous section) as a Scan Destination

in the printer’s Address Book, using Web Image Monitor. Scan Destinations cannot be registered using

the printer’s control panel.

Important: Access to Web Image Monitor is possible when the printer is network-connected (wired or

wireless), but not via USB-only connection.

To register a scan destination, proceed as follows:

1. Open web browser.

2. In address bar, enter printer’s IP Address, e.g., http://123.45.6.7.
Note: If Web Image Monitor Home page does not display, restart the printer and try again.
3. Click [Scan Destination].

RICOH  gp0252SF  webim

Homa

System Seltings

o Sgeed il Destnation

Spetial Sendet

Home

Status | Couster  Machine information

B Model Hame 5P G24251
B Loesten

W Contast

C2525F-3TIED

W Deece Status Energy Saver Mode 2

= Host Name

Tomar

Back

Maganta

Yallow

Cyan

Wiste Toosr Bottle
Intarmadiate Transder Unt
Fusing Unit

Tranabe Rober

Paper Tray
Tray 1
Eypass Tray

EEEEEEEE

(]

Langasge Engish

L

—
Status 0K awzxn[]
Ot of Paper auzxn[]

4. Click [Destination Type] drop-down [¥], and select [Folder].

RICOH  5pC282SF Wb image meee

Home
Systam Sallings

Owick Diad Destination

Network Saftings

Finnt ListTiapon

Admurestraboe Tools

Scan Destination

Frogram New Destination

Destination Type Pleazs salect. =

E-mail Address | FTF | Faoldar

148 change |5 Detete

HNama Typa

EAQMnewedgs Base | 1
= | &) Refresh
Rammaining Lavel §
Rasusinieng Lavel &
Rarusaneng Lol §
Remaining Level §
Status OK
Status OK
Status 0K
Srabus OK
Naddip Thick Paper (1-30gima)
Naddla Thick Papar (15-30g/m)
EAQsMnowledge Hase | 1
2] Rafiash
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RICOH  5pC2625F  wobima

® Guick Dial Number

Program and/or change Folder Destination Settings, as outlined below.

Program/Change Folder Destination | Retresh

 Mame (Required)

# Senico Hamo (Required)

rmices

™ Dornin {Oiptionsl)

= Login User Hame (Optional)

W Login Pasawerd (Optional)

W File Format (CelonGeay Scale)

® Fia Formst [Black & Whita)

= Scan Sue

W Rgselution

™ Densily

Folder Destination Required/

Setting Optional
Quick Dial Number Optional
Name® Required
Service Name Required

300 x 300dpi ~

o] | | [w=iwie

Description

Select when setting the destination as a Quick Dial entry.

Name of the destination. The name you specify here will be

displayed on the printer screen when you select a scan destination

via the Address Book.

Path to the directory where scanned files will be stored. Consists of

the IP address/name® of the destination computer, and name of the

shared folder?.

Note:

« To determine your computer’s IP address or name, click [Start]. In
[Search Programs and Files] field, type cmd, and press [Enter].
Next, type ipconfig, and press [Enter]. Example: C:\Users\abc-
corp\ipconfig.The IPv4 address is at the top of the screen. Enter
this address in the Service Name field.

« In the [Share_Folder] field, enter the name of the folder you
created in Step 4.3.1.

[ C\Windows\system3Z\cmd.exe [re= | (S

:30ad:6cBL10

™3

Default Ge

RICOH
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Setting
Domain'
Login User Name®

Login Password’

Directory®
Notification E-mail
Address

File Format
(Color/Gray Scale)

File Format (Black &
White)

Scan Size
Resolution

Density

Required/
Optional
Optional
Optional

Optional
Optional

Required

Required

Optional
Optional

Optional

Description

Specify the name of the domain to which the computer belongs.

User name and password for logging into the destination computer.

Important:

« If you are required to log into your
computer, those same credentials must
be entered as your Login User Name
(e.g., abc-corp) and Login Password,
otherwise Scan to Folder will fail.

« If you do not have to log into your
computer, credentials are not required.

Directory within the shared folder for storing scanned files.
E-mail address® to which a notification is sent after transmission.

File format of the scanned file when scanning in color. PDF or JPEG
can be selected. PDF supports multiple pages in a document, but
JPEG does not.

File format of the scanned file when scanning in black and white.
PDF or TIFF can be selected. Both formats support multiple pages in
a document.

Select the scanning size for the original from A5, B5, A4, Executive,
Half Letter, Letter, Legal, or custom size.

Select the scan resolution form 100 x 100, 150 x 150, 200 x 200, 300
x 300, 400 x 400, or 600 x 600.

Specify the image density by clicking the right or left buttons.
Lightest #0000

Darkest EEEEHE

! Can contain up to 16 characters. % Can contain up to 32 characters. * Can contain up to 64 characters.

6. When finished, click [Apply].

7. Close Web Image Monitor [X].

RICOH  5pC252SF  web image monitor
Elone) Scan Destination

System Settings

@i D Teeme oo Program New Destination

Scan Destination

Destination T Pl lect. ¥
Fax Speed Dial Destination o e
Special Sender

Restrict Available Functions E-mail Address | FTP | Folder
Network Settings

Print List/Report

() change (£ Delete

Name Type

Administrator Tools

Address Directory

I Invoices Folder 192 168 16 I

RICOH
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4.2.3 Perform Network Scan to Folder

You are now ready to scan a document...

1. Place original face up on ADF or face
down on platen glass.
2. Press [Scanner].

Quick Dial Keys
Address Book

Scanner B&W or Color
Start

3. If necessary, select Scan Settings, resolution, scan size, etc.
Important:
« For details on specifying scan settings, please refer to the Operating Instructions, p136.
« The default file format, e.g., PDF, is selected via Web Image Monitor, not via the printer’s control
panel. If necessary, see 4.2.2 Register Scan Destination.
4. Proceed with (a) or (b).
(a) Quick Dial — If the scan destination (folder) was pre-programmed as a Quick Dial, simply press that

key, e.g., 01, and continue with step 8.
(b) Search — If you wish to search the Address Book for scan destinations, continue with step 5.
5. Press [Address Book].
6. Press [OK] to Search Address Book.
Note: If you want to search for a specific entry by name, enter the first letters of the name using the
numeric keypad, and then press [OK].
7. Select Scan Destination (Folder), e.g., Invoices, and press [OK].
Note: If necessary, press [¥] or [A].
8. Press [Start].

Note:
« To view the scanned file, navigate to the folder, and Organize = Sharewith~  Bum  New folder
double-click the filename. fiies Documents library
X - Test Scan Folder
« The steps outlined above also apply if Email and FTP l}ig:j;m [ = 150120022124 ]
locations are added to Scan Destinations. For details, J My Documents

Public Documents

please refer to the Operating Instructions, p129.

RICOH 3



RICOH SP C250SF/SP C252SF Color Multifunction Printers
Getting Started Guide

Appendix

A Check Wi-Fi Connection Status

To ensure that there is communica-
tion between the printer and wireless router
(access point), proceed as follows:

Press [User Tools].

Scroll down [¥] to [Network Settings], and press [OK].

Select [Wi-Fi Configuration], and press [OK].

Scroll to [Wi-Fi Status], and press [OK].

Note:

« Display should read Connected. If not, check that you have successfully completed 2.2.2 Wireless

W NPR

Connection.
« If the display reads Disconnected, restart the machine and repeat.
5. To exit, press [Clear/Stop].

RICOH 0
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Appendix

B Print Configuration Report

The Configuration Report provides detailed information about your printer settings,
e.g., IP address, network interface type, etc. To check the IP address on the printer’s display, see
Note below.

To print the Configuration Report, proceed as follows:

1. Press [User Tools].

2. Scroll down [¥] to [Print List/Report], and press [OK].

3. Select [Configuration Page], and press [Yes]. The printer’s IP address is on Page 3/4.

Note: To check the IP address via the printer’s control panel, press [User Tools] » [Network Settings] »
[IPv4 Configuration] ™ [IP Address]. Write the IP address down. To exit, press [Clear/Stop].

yrk Settir B Contisuratio

Ethemf-* MAC ﬁddrﬂs‘: :00:26:73:97:0E:4D 1Pv6 Active

Set Etherret Speed shuto Select DHCP :Inactive

Active Interface Wireless IP Address (DHCP) s
—_— - - - Stateless Addreat

I [P Address :192.168.1.5 I Stateless Addr,

ubnet Mask 2490, £9. L399 U

Default Gateway :192.168.1.1 Stateless Addr. 2

DHCP (IPv4) :Active

[P Address Mode shuto-Obtain (OHCP) Stateless Addr. 3

DNS Method shuto-Obtain (DHCP)

DNS Server 1 1192.168.1.1 Stateless Addr. 4

DNS Server 2 :0.0.0.0
Domain Name :
Lirk-local Address

Host Name :C2525F-970E4D fe80::21c: Tbff:fedt: f525
mDNS :f-\chve Marual Address
Printer Name

RICOH SP C2525F (970edd) Prefix Length :0
PD Active ONS Method :Auto
Raw Socket :Port 9100:Act ive Primary ONS Server ]
IPP Active
FTP Active Secondary DNS Server
- - - ShWP Domain Name
ShMP Active
Trap :Iractive Default Gateway
Read Community i

public Gateway (Manual Addr.) :

Trap Address 1

[nternet Fax (1.37)

Trap Address 2 i SMTP Server Address

System Location : E-mail Address

System Contact : POP Server Address

- - - E-mai POP Account

E-mail :Active

SMTP Server ; Admin. E-mail Address

Authentication :Anonymous Automatic POP Active

Time Zone (GMT3+0:00 POP Interval 15 min.
futh. (Internet Fax TX) {

E-mail Address 1 5 Anonymous §
Auth. (Internet Fax RX) No

E-mail Notification 1 : Internet Fax :On
Error Notification E-mail No

POP Server: E-mail Recept.Set. :

No
Insert System—fixed Text Yes
E-mail Address 2

E-mail Notification 2
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Appendix

C Printer Driver Download

Printer drivers are programs that control print output on the device, so when you
print a document, the driver sends the data to the printer using the correct commands. If you
do not have the Printer/Scanner Drivers and Utilities software CD, you can download the printer
driver from the Ricoh website, as follows:

1. Check for 32-bit or 64-bit computer operating system...

Computer

Open
a. Click [Start]. Control Panel (S aRVENENT
Map network drive...

Devices and Pri ) .
Disconnect network drive...

b. Right-C“Ck [computer]. Default Prograr Show on Desktop
Rename
Help and Supp{
o rtl
c. Select [Properties]. i
System
d. Make note of System type, 32-bit or 64-bit. o
Rating ) windows xperience Index
Processor: Intel(R) Core(TM) i5-3330M CPU @ 290GHz 2.90 GHz
e. Click [X] to close window. ftaled ooy (1600
| system type 64-bit Operating System |
Pen and Touch: Mo Pen or Touch Input is available for this Display
2. Download printer driver...
a. Open web browser. RICOH Goniest | Envrenmen | ot Riceh | Blogh Global | Legin fn Meisen [ seance |

Imagine, change. usa

. Say Goodbye to the Old Way of Doing Things
b. Enter www.ricoh-usa.com.

c. Click [Downloads].

Unleash your Ideas in this New World of Work

| Leam how to transform your business » |

Services & Solutions Support

hamaged Docurem Services (MDS),

IT Services

d. In SEARCH field, type: 252.
Search model or category or subcategory

Note: To narrow search, deselect _ o
For example: Aficio 5P C410DN or Multifunction Color or 23-45 ppm

Brochure and Manuals checkboxes. (For legacy search enter ONLY modsl name)
[2 |
e. CIICk [SEARCH] Brochure Drivers/Software Manuals

RICOH 2


http://www.ricoh-usa.com/

RICOH SP C250SF/SP C252SF Color Multifunction Printers

Getting Started Guide

f. Under Model SP C252SF,
DRIVER category, click SP

-—

C252SF. Scroll down, if E MANUAL

é SP C2528F
necessary. —

[ ils &/ 8P C2528F

Important: If no results are -

BROCHURE
returned, try using another web &) 5P Cososr

browser, e.g., Chrome or Firefox.
g. Read the licensing agreement, and click [| AGREE].
h. Select your computer’s Operating System.

Note:

« Selection must match System type (x64 = 64-bit). If
necessary, see step 1.

« Operating Systems that are not identified as “x64” are for
32-bit OS. Scroll down, if necessary.

Microsoft Windows 7 (x64)

i. Click [PCL 6 Driver]

Model: SP C252SF

Category: Multifunction Color

Subcategory: General Office

Powerful Multifunction Capabilities with the Freedom of Wireless Connectivity

Choose your Operating System:

¥ Microsoft Windows Server 2012 R2 [x64)

' Microsoft Windows Server 2012 (x64)

¥ Microsoft Windows Server 2008 R2 (x64)

¥ Microsoft Windows Server 2008 (x64)

' Microsoft Windows Server 2003(x64)
" Microsoft Windows 8.1 (x64
¥ Microsoft Windows 8 (x64
C= T e ]
" Microsoft Windows Vista (x64

Description Version Update File size D d
Download Ilnk PCL & Driver Ver.1.00 03/10/2014 1,140 KB ﬁ
PCL 5c Driver Ver.1.00 03/10/2014 1,112 KB S
PCL6 Driver for Universal
New! Ver.4.6.0.0 02/18/2015 18,636 KB &

Print

j. Select [Save], and save to a folder or the desktop.

k. After download, navigate to folder where file has been saved.
I. Double-click on file.

m. Click [Browse], and select same folder file was saved in.

n. Click [Unzip], and then [OK].

Browse for Folder

Unzip to Folder:

i Desktop I

e |

WinZip Seif-Extractor - 265407en.exe - WinZip Self-Extractor

-

T unzips all fles in 755407en exe o e speclied folder m
press the Unzip button

Run WinZip
Unzip i falder:
F tompiaEit Tor Browse Cloze
B ] Dvanarite las withoat prompting Aboul
Help

10 file(s) unzipped successfully

n. Click [X] to close Winzip, and any other open windows.

0. On your desktop, you will see the new [DISK1] folder...

DISK1

RICOH
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3. Continue with printer driver installation. e

What type of printer do you want to install?

a. Click [Start] » [Devices and Printers] » [Add a + Add alocal printer

LUise this option only if you don't have a USE printer. (Windows automaticaily installs USE

printer] » [Add a network, wireless...]. alipbat i bl

@ Add a network, wireless or Bluetooth printer
Make sure that your comguter is connected to the network. or that your Bluetooth or
wiraless printer is tumed o

| cancer |

g = Add Printer
b' CIiCk [The printer that I want isn't IiSted]' Searching for available printers. .

Printar Nama Address
= RICOH Aficio SP C4100N PCL & on TECH. \WTECH-WRITE-PORICOH Aficio 5P C4100..

— Stop

l =+ The Prill!?l that [ want isn't listed I

Next | [ Concel |

c. Select [Add a printer using a TCP/IP address & = rddpre
or hOStname], and CIiCk [NeXt]- Find a printer by name or TCR/IP address

Browse for a printer

Select a shared printer by name

Examgle: \\computername\ printemame or
hittp//computemame;/printers/printername/. printer

@ Add a printer using a TCR/IP address o hostname

o [

@ = Add Printer

Type a printer hostname or IP address

d. Enter [Hostname or IP address].
Note: To check the IP address via the printer’s display,

press [User Tools] » [Network Settings] » [IPv4 e S .
Configuration] » [IP Address]. Write the IP address mm -
down. To exit, press [Clear/Stop]. Guery the priniec and sutomatically select the driver to use

Maxt | Cancel

44
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e. If necessary, deselect the checkmark from
[Query the printer...], and click [Next].

f. Click [Have Disk...].

g. Click [Browse], and select, e.g., [Desktop].

h. Select printer driver folder
[DISK1], and click [Open].

i. Click [OK].

& = add Printer

Install the printer driver

; Choase your printer From the fist. Chick Windews Update to see mare madels.
-
To install the driver from an irstallation CO, elick Have Disk

Manutacturer = || Printers

Adobe = | [ Adobe POF Converter Version: 9.5.0.0 [8/19/2010]
AMITUNI Technologies [ Agobe POF Conwverter Version: S.6.0.0 [4/18/2011)
Brother L Adiobe POF Corwerter Version: 8.8.0.0 (3/25/2013]
Canan

Epsan =]

T3] This driver is chigitally signed. Windaws Update il Have Diske. I
| mg why driver gning s imgortant

Nea | ([Gance ]

Install From Disk : ﬁ |
Insast the marufachsrar's installation disk, and then make II
‘ﬁy sure that the comect drive is selected below.

Cancal

Copy manufacturer's files from:

- l Browse... l

Lookim | DISK1 -~ @F =@

: b = Duate moditiad

= | gpas 10/18/2013 435 PM
Recent Places

Desitop

e

Libranes

A

Computer

I ;
Netwark

Filos of type: Setup Informasion [* inf) - Cancel

Insost the manufachsrar's installation disk, and then make @I
.ﬁy sure thatthe comect drive is selected below.

Cancal

Copy manufacturer's files from:
C\Users|Tech-Writs\Deskiop|DISK1 - Browse::
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j. Select [RICOH SP C252SF PCL 6], and click [Next].

Install the printer driver

-

Choose your printer from the list. Click Windows Update to see more models,

To install the driver from an installation CD, click Have Disk.

Manufacturer Printers
RICOH g RICOH SP C2505F PCL &

sP _w/ RICOH SP C252SF PCL &

il This driver is digitally signed. | Windows Update | Have Disk.. |
Tell me why driver signing is important

=] (o)

k. Click [Next].

Type a printer name

Note: If User Account Control message displays, Prntesname: RICON S C25251 PCL6

click [YES] . This printer will be installed with the RICOH SP C2525F PEL 6 driver.

|. With [Do not share this printer] selected,
click [Next].

Printer Sharing

IF you want te share this printer, you must provide a share name, You can use the suggested
name of type a new one. The share name will be visible 1o other network users,

@ Do not share this printer

I Share this printer 5o that others on your network can find and wse it

m. Print test page, if you wish.

n. If necessary, close test page window. You've successfully added RICOH SP (2525F PCL 6

To eheck if your printer is working properly, of to see troubleshoating information for the

0. CI|Ck [Finish]. printer, print 3 test page.

Network driver installation is complete!

(= JET
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Appendix

D Add New Port

If you would like to bypass the install wizard and have more control over printer port
creation, the steps for manually adding a port are outlined below.

Before proceeding, please check the following:
e Printer power switch is On.
« Network is connected and configured.

« Printer’s IP address is available. If necessary, see Appendix B: Print Configuration Report.

Add a device Add a printer See what's printing Print server properties Remove device

1. Click [Start] » [Devices and Printers].

ol . "I "l - e, c/
2. Right-click [RICOH SP C252SF PCL 6] icon. - = & & T =

Adobe PDF  AficioSG31 DELL DELL Dell USB Fax Microsoft
10SFNw 2007FP 2007WFP Entry XPS
(FAX) Keyboard Document
Writer
5 v E J g
SecurePrint Send To Snagit 10 TECH-WRIT  USB Optical RICOH SP
on slnx OneNote E-PC Mouse C252SF PCL
2010 6
3. Select [Printer properties] . Add @ device  Addaprinter  See what's printing Print senver properies Remaove device

w « N N o» & <% =

Adobe PDF  AficioSG31 DELL DELL Dell U8 Fant Microsoft

PageManag

105FNw 2007FP 200MWFP Entry XPS er POF

(Fax) Keyboard Document Writer

Writer
; ; A J 9
= = D -
Securefrint  Send To Snagit10  TECH-WRIT  USE Optical | RICOH >
pen
on sin OneMote E-PC Mouse CI55F
2010 5 Open in new window

See what's printing
v Setas default printes

Create shortcut

Troubleshoot

Remove device

Properties
4. Select [Ports] tab. _
P L
| c—-u:sn--; Advanced | germant | Securey | | | Paper San Semnge |

5. Click [Add Port...].

o FICOK 5P C252SFRCLEG

| Prinit 30 the following portis), Decumnents will print to the first free

|| checked port.

Part Deseription Priner
USBO0S Virtual printer portf.  AficioSGI1106FNw (FAX)
USBO04 Virtual printer portf..  RICOM AficaSGI1108FNw R
USBDOZ Viraal peinter port 1 Samsung SCX-3400 Series
IP_152. Standard TCF/IF Port
IP_feB.. Standard TCP/IP Port
192.16.. Standard TCP/TP Port

‘

PW_ P PrintWhere Port 38

Delete Port Configure Port.

Enable printer pocting
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-
Printer Ports @

6. Select [Standard TCP/IP Port].

Available port types:
Adobe PDF Port Monitor

7. Click [New Port...]. "

New Port Type... INewPort.‘. ” Cancel ]

Add Standard TCP/IP Printer Port Wizard

|| Welcome to the Add Standard
TCP/IP Printer Port Wizard

This wizard helps you add a port for a network printer.

8. Click [Next >].

Before continuing be sure that:
1. The device is turned on.
2. The network is connected and configured.

To continue, click Next,

9. In [Printer Name or IP Address] field, enter T
H ]
printer’s IP address. etk s o youws ek s pai S

Enter the Printer Name or IP address, and a port name for the desired device.

Note: Port Name field populates automatically.

Printer Name or IP Address: 1234567

Port Name: 1234567

10. Click [Next >].

| <Back \ Cancel |

3
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11. Click [Finish].

Port setting is complete!

12. Click [X] to close open windows.

Note:
 To print a test page...

Click [Start] » [Devices and Printers], right-click

[RICOH SP C252SF PCL 6]. Select [Printer
properties] » [Print Test Page].

Add Standard TCP/IP Printer Port Wizard

|
Detecting TCP/IP port \\L
Windows is detecing the TCP/IP port and will move to the next page when finished e

Detecting the TCP/IP port...
Windows will automatically move to the next page when the detection is done.

1

=

Cancel

Add Standard TCP/IP Printer Port Wizard

Completing the Add Standard
TCP/IP Printer Port Wizard

You have selected a port with the following
characteristics.

SMME: Yes

Pratocal: RAW, Port 9100

Device: 102.168.1.5

Port Name: 192.168.1.5 2

Adapter Type: RICOH 5P C2525F (970edd)

To complete this wizard, click Finish.

v Windows

windws  Printer Test Page

congratularions!

ormation, you have correctly installed your RICOW SP
TE-FC

WINGXE6SAR.OLL {1, 1, 0, 1)
6% 3\GXESDAG. 101

RICOH
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Specifications

Printer
Configuration

Imaging Process

Print Speed (Letter)
CPU Speed
RAM Memory

Print Resolution

Fonts
Printer Drivers/Languages

Standard Interfaces

Network Protocols

Supported Environments

Scanner
Scanner Modes

Scanning Features
File Formats

Scan Resolution

Scan Speed

Scan Interface

Utilities and Drivers

Desktop

Laser Beam Scanning, Color Electrophotography Printing with
Monocomponent Toner Development, 4-drum Tandem Method

21 ppm B&W and Full-Color; 12 ppm Duplex
400MHz
256MB Standard/Maximum

600 x 600 dpi (Default) (Speed Mode)

1200 x 600 dpi Equivalent (Standard Mode)
2400 x 600 dpi Equivalent (Fine Mode)

80 PCL/PS

PCL 5c¢, PCL 6, PostScript 3 Emulation

USB 2.0; 10/100Base-TX Ethernet; USB Host Interface for
PictBridge; IEEE 802.11 b/g/n Wireless LAN (wired and wireless
network connections cannot be active simultaneously)

TCP/IP (IPv4, IPv6), IPP, Bonjour

Windows XP/Vista/7/8/Server 2003/2003R2/2008/2008R2/
2012 (32 bit/64 bit) and later; Mac OS X 10.6 and later; Citrix
Metaframe

Full-Color, B&W, Grayscale

Image Density (adjustable in 5 steps), TWAIN/WIA, Scan-to-
Email/Folder/FTP/USB

TIFF (Single-/Multi-Page), PDF (Single-/Multi-Page), JPG (Single-
Page)

Up to 1200 x 1200 dpi (optical)

Up to 19200 x 19200 dpi (interpolated)

B&W: Less than 3 Seconds Per Page

Grayscale: Less than 3 Seconds Per Page

Full-Color: Less than 10 Seconds Per Page

USB 2.0; 10/100Base-TX Ethernet; IEEE 802.11 b/g/n

TWAIN Driver, Presto! PageManager Version 9.33

Note: For additional information, including copier and facsimile specifications, download
the Ricoh SP C250SF or SP C252SF brochure and/or Operating Instructions, Specifications

of the Machine, p357.
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RICOH SP C250SF/SP C252SF Color Multifunction Printers
Getting Started Guide

Notes:
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