
Short Guide : Scanning Documents

Step 1 : Locate nearest RICOH FollowMe Printer, click the green “Scanner” button

Step 2 : To add your information, click the green “Add” button

Step 3 : Click “Program New Destination”



Step 4 : Enter your name

Step 5 : Click “Destinations”, enter your email then click the blue “OK” button

Step 6 : Click the green “Details” button



Step 7 : Click “Reg. to Add. Book”

Step 8 : Enter your name, click “Destinations”, enter your email, click the blue “OK” button,

then select your name



Step 9 : Lift the scanner’s lid, place the document facing downwards toward the glass, then

close the lid.

Step 10 : Click the “Start” button to begin scanning, when finished scanning, click “Finish Scn”


