UNIVERSITY OF Ricoh copying quick reference guide

WESTM'NSTE Rﬁ Logon to the Ricoh MFD, select Device Functions and then select Copy option.
Place your documents face up in the document feeder or face down on the glass.
The default is B W and single-sided. Select your copy options then press the Start button
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Contact IT Service Desk

Additional features in these tabs
020 7915 5488, or Sort and collate are covered in the in depth guide

extension 5488
for support



UNIVERSITY OF Ricoh copying reference guide for staff devices with a Finisher

WESTM'N STE RF Logon to the Ricoh MFD, select Device Functions and then select Copy option.
Place your documents face up in the document feeder or face down on the glass.
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