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How to Set up Fax Forwarding on your Ricoh/Savin IM Series

1. Swipe screen over to ‘Settings’
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2. Select ‘Machine Feature Settings’

[ Denyadmin!s operation, tap here

5‘} Settings

Screen Features Settings
The languages and system settings for Screen device can be made.

Machine Features Settings
Each application's settings and system settings of the machine can be set

Counter _ _
The total amount of printed paper can be displayed and printed out

Inquiry

The contact information for maintenance can be displayed and printed out.

Address Book

The user information and destinations can be programmed, changed and deleted.

Tray Paper Settings
Settings for the paper tray, paper type and its size, can be made.

Basic Settings When Installing _
Settings required when installing can be made easily.

Basic Settings for Extended Devices
Settings for extended devices can be made.
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3. Select ‘Fax Settings’
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Admin. is operating remotely
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4. Select ‘Reception Settings’ then “Reception File Settings”
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5. Select ‘Forwarding & press ON’

Deny admin’s operation, tap here
Reception File Settinas | Cancel oK @ 3 DEF
Reception file processing can e set. 4 5
Off
7 18 19
el el
*
[ Output Mok Switch Tiner | [ Profibit uto Print | | print Stanchy to Prin Fils
If [Print] is set to off, [Output Mode Switch Timer], [Prohibit Auto Print] and €
[Print Standby to Print Files] are active for auto output of reports,
OFf Memary Lock Reception and Print / Store / Forwarding cannat be
set to perform at the same time.
| Recall/Program/Change Program | [ Interrupt mode | l 1 Simplfied Scrn. | i
Check Status 5 Bae® A 8 | @ Stop

6. Specify Receiver (i.e. Folder, Email) — Ok

| Adminisoperatingremotely

| Reset | (%

Al DEF
Select item, then press [CK].
o Off
S |
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‘ Security | Print Forwarding Mark | File Type to Transfer ‘
Clear

# If [Print Forwarding Mark] is active, Print Forwarding Mark will
also be active in [Output Mode Switch Timer] and [Forwarding per Sender].

Forwarding

Receiver

 Recall/Program/Change Program | [ Interrupt mode | “j Simplfied Scm_] ]

Check Status 210200
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7. Specify Destination for faxes to forward (Email/Folder) select Ok

[ Adminis operating remotely

End Receiver | Cancel Ok
Al DEF
Specify End Receiver, 4 5
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8. If you do not want the incoming faxes to continue to print

 Admin.is operatingremotely

Reception File Settings Cance
ABC DE

Reception file processing can he set.

B
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| Qutput Mode Switch Timer H Prohibit Auto Print || Print Standby to Print Files
Gl

[ [Print] is set to off, [Quteut Mode Switch Timer], [Prohibit Auto Print] and
[Print Standby to Print Files] are active for auto output of reports.

Mermory Lock Reception Mermory Lock Recention and Print / Store / Forwarding cannot be
st to perform at the same time.

| Recall/Program/Change Program || Interrupt mode | I[I Simplfied Scrn. L
Check Status  fir-1oa

9. Select ‘Printing’

10. Select ‘Off’ — select “Ok” — select “Exit”

Click here to view our how-to video!
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https://www.youtube.com/watch?v=JOkSms2Pw9c&feature=youtu.be

