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How to Change the Tray Paper Settings on Your Ricoh/Savin Device

Your equipment is pre-configured to print on a specific type of paper. If you wish to change the type of paper
within your machine, it is important to always remember to change the tray paper settings on your device in
order to achieve the best result.

1. From your home screen, select Settings

Request Service Order Supplies Savin How To Videos
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Check Status 6%
2. Select Tray Paper Settings

3} Settings

Screen Features Settings

The languages and m settings for Screen device can be made
Machine Features Settings ) )
Each applica ettings and system settings of the machine can be set

Counter
The total amount of printed paper can be displayed and printed out
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Changing Paper Size

3. Select the tray in which you will be changing the paper size
G2, Admin. is operating remotely :
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XX System Settings | Reset | (%
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| Paper Tray Priority: Fax I
| Paper Tray Priority: Printer I Tray Paper Size: Tray 3

|_ Paper Tray Priority: Copier

Tray Paper Size: Tray 2

Tray Paper Size: Tray 4

Printer Bypass Paper Size

Check Status__ 5"t

Tray Paper Size: Tray &4

Select item, then press [OK].
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Changing Paper Type

5. Repeat steps 1 & 2. Select Next to choose your paper type

G, Admin. is operating remotely /) C
L£x System Settings | Reset | (%3

Tray Paper
Settings

{ Paper Tray Priority: Copler Tray 1

‘ Paper Tray Priority: Fax Tray Paper Size: Tray 2

Tray Paper Size: Tray 4
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Printer Bypass Paper Size
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6. Select the tray in which you will be loading the different paper
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7. Select a type that matches your new paper and then OK and then Exit to navigate to the home screen
=, P C

| Reset | (%

Paper Type: Tray 2 I Cancel OK
WPaper Type Faper Thickness 4 5
[ Plain Hidden || ReoycledPaer | ColorPaver | | [ Plain Paper 1 Plain Paper 2 m
60-74a/m2 75-81a/m2 GHI JKL
l Letterhead | | Presrinted Pever || Bond Pever | l Middle Thick H Thick Paper 1 | [7 }[8 ] 9
[ Cardstock | [ Special Paver 1| [ Special Paper 2| | beme22/M2 el PQRS /| TUV/|_WXYZ
l Thick Paper 2 H Thick Paper 3 | ¥ -
| Special Paper 3 || Ervelope || Coated: Matte | 170-2209/m2 221-256a/m2 @
[ Thick Paper 4 Enter
[ Coated: Glossy | 257 om0 C
- Apply Duplex Cleal
[ Yes | No [
P Apply Auto Paper Select
| Yes ‘\ Mo ‘

Check Status Gl
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