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Adding Address Books for the Ricoh Printers
	Step
	Action

	1. [bookmark: T1_F4]
	Login to the printer by using your OneCard.

	1. [bookmark: T1_F6]
	On the main screen, select the Device functions option.
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	1. [bookmark: T1_F8]
	Select the right arrow icon.
[image: A screen shot of a computer
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	1. [bookmark: T1_F10]
	Select the Settings option.
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	1. [bookmark: T1_F12]
	Select the Address Book option.
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	1. 
	Select the Register option.
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Description automatically generated]

	1. 
	Within the ‘Name’ tab, enter the contacts name (Do Not click OK when done.)
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	1. 
	Select the Destinations tab.
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	1. 
	Select the Email Address option.
[image: A screen shot of a computer
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	1. 
	Enter the Email addresses.
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	1. 
	Select the OK button on the email address screen.
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	1. 
	Select OK on the Destination page.
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	1. 
	Select the Home Icon.
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	1. 
	Select the Left arrow on the Settings screen.
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	1. 
	Select Scanner to view the Address book.
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	1. [bookmark: T1_F16]
	You have completed the Adding Address books for Ricoh Printers topic.
End of Procedure.



	Page 1                                
	Date Created: 04/2024



	Date Created:04/2024                              
	Page 1



image4.tmp
Settings

| 2 Acoress noo

Copier / Document
B Serer Settinos

g Fax Settings

S Printer settines
B2 scorver setinss

Change Language ‘
L

i Inauiry

Counter





image5.tmp
2. Register m




image6.tmp
Destinations. User Management / Others





image7.tmp




image8.tmp
Not Resistered

Not Registered





image9.tmp




image10.tmp




image11.tmp




image12.tmp




image13.tmp




image1.tmp
You have 7 print jobs pending

Print release Device functions

Check Status





image2.tmp
Pl oo | C

Paver Tray Info





image3.tmp
Settings





image14.jpeg
Northern Illinois
University

Division of Information Technology





