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PRINTING TO THE DEPARTMENT’S COPY MACHINES
Last updated October 15, 2018
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A. New Installation for Windows 7

Ricoh MP 9003 SP — Left “Keynes”
* Hostname: econcopier.econ.northwestern.edu
* |P Address: 129.105.62.21

Ricoh MP 9003 SP — Right “Friedman”
* Hostname: econcopier1.econ.northwestern.edu
* |P Address: 129.105.62.20

Driver (same for both copiers):
http://support.ricoh.com/bb/html/dr _ut e/rc3/model/mp6503/mp6503.htm

Create a new folder on your desktop. Call it something appropriate.
Download the appropriate driver for the printer from the Ricoh website using the links
above. Windows 7 users should download the PCL 6 driver for Windows 7.
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3. Double click on the downloaded .exe file and run it.
4. A window similar to this should open up.
WinZip Self-Extractor - z79039L16(2). exe ot
To unzip all files in z73059L16(2).exe to the :
specified folder press the Unzip button .
Run Windp
Unzip to folder:
[c:\temp'273055L 16 | Browse.. Close
Owenwrite files without prompting About
Help

5. Click Browse

6. Browse to the folder you created on your desktop and unzip the file.


http://support.ricoh.com/bb/html/dr_ut_e/rc3/model/mp6503/mp6503.htm

Browse for Folder pod

IUnzip to Folder:

w [ Desktop ~
26699
7502 MP driver
3100s
9003 driver
9003 images
90035P
90035Pa
AdobeCC-SerializerMac
AdobeCC-Serializer-Windows W

Cance

WinZip Self-Extractor - z79059L16(2).exe oo
To unzip all files in z73059L16(2).exe to the F : ]
specified folder press the Unzip button.

Run Windip
Unzip to folder:
|C:\Users‘-schrader'\Desktupkﬂ'ﬂ'D| Browse. .. Close
Owerwrite files without prompting About
Help

7. Go to Start and select ‘Devices and Printers’
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8. In the window that opens up click on ‘Add a printer’ in the top left corner.

5 <« Hardware and Sound » Devices and Printers »

Windows can display enhd Start the Add Printer Wizard, which pm the Internt
| helps you install a printer

4 Devices (5)

F——
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Dell P2213 Dell USB Entry STDWORSTU3WI Silicon-

9. A new window will pop up, select “Add a network, wireless or Bluetooth printer’.
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What type of printer do you want to install?

2 Add a local printer
ke thas esplion only if you don't have a USE printer. (Windows sutomatically installs USE printers
when you plug them in)

2 Add a network, wireless or Bluetooth printer
Make swre that wour computer i connected to the network, of that your Bluetooth or wareless
primter is turned on,

N S—

10. Select the ‘Create a new port’ button and select “Standard TCP/IP Port” from the
dropdown.

oo Ml o M

Choose a printer port

A printer port is 2 type of connection that allows your computer to exchange information with a printer.

() Use an existing port: LPT1: (Printer Port) »

i@ Create a new port:
Type of port:

Adobe PDF Port Monitor
HP Universal Print Manitor
Local Port

Standard TCP/P Port

i [ Net || cancel

11. Type in the hostname or IP address for the printer and select Next.
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i Type a printer hostname or IP address

Device type :[CF.F]]’ Device -|
Hostname or [P gddress: 129,105 ##8 #38
Port name: 129,105, 224 #u4#

[¥] Query the printer and automatically select the driver to use

12. In the next window, click on ‘Have Disk...

= =

Install the printer driver

Choose your prenter frem the st Click Windews Update te see more models,

Tonstall the drever from an mstallation CO, chick Have Disk.

Manufscturer £ Primters
Adobe E 5l Adobe PDF Converter

Fassi S ann

[5] This driver is digitally signed. | Windows Update |

Tell o in i |

13. In the new window that pops up, click on ‘Browse...’



i
Tnstall From Disk I ———

Insert the manufacturer’s instaliation disk, and then
= makce sure that the comect drive is selected below,

g

Copry manufacturer’s files from:
= g
14. In the window, browse to the desktop and find the folder that you created.
" Locate File - - ——
Look in: |l Desktop - @2 o
= [-1 File folder iE
=
Recent Places ! !‘ E:B:E?‘i]'.:lﬂ-f.ﬁ

- | i KBE updated 10-30-15
Desktop { File folder

o

= L l Printer Instructions &

i Bhare File folder
E_&' . printer old &
- i [ File folder b

Computer .

! 169412111
| File folder [=]
Metwork h =
File name: “inf il
Files of type: Setup Information ("inf)

15. Open the folder, next open a folder within it (disk1), and finally, open the ‘OEMSETUP.INF’
file



o —————— | e
Lookin: |, disk1 - %@
G Name : Date modified Type
L= (5 OEMSETUP.INF 11/16/2014 7:45 PM__ Setup Infc
Recent Places
Desktop
=
| Libraries

oL

OEMSETUP.INF

Files of fype: Sell.q:u Information ("inf)
16. Click OK, once the window closes, make sure to select the correct printer name and click
Next.
r
.« — | S——
.
T —— . —
@ @ Add Printer L —— o ——
— —
Install the printer driver
/ Choose your printer from the list. Click Windows Update to see more models,
To install the driver from an installation CD, click Have Disk.
4
| Printers
B RICOH Aficie MP C6501 PCLG
E3IRICOH Aficio MP C7501 PCL 6
|
i
|
) This driver s digitally signed. Windows Update | | Have Disk.. |
Tell me why driver signing is important
i
L [ MNet || cance |

17. Rename the printer, if desired and click next. Click finish and the window will close.
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@ = Add Printer b e — -

Type a printer name

Printer name: DeptlPrinter

This printer will be installed with the RICOH Aficio MP CE301 PCL 6 driver.

(e ] [ Conce

18. Go back to the ‘Devices and Printers,’ right click on the newly installed printer and select
‘Printing preferences’

X

‘__ '. % ¢ Control Panel » Hardware and Sound » Devices and Printers » = | 4y W Search Devices and Printers 0
Add a device Add a printer See what's printing Print server properties Remave device e £
Windows can displey enhanced device icons and from the Internet, Click to change... x
# Devices (3)
M | |
| o r -
Dell P2213 Dell USE Entry Mass Sterage STOWORSTUIWE USE Optical
(Digitad - D) Keyboard Device T Maouse

« Printers and Faxes (8)

. N 7
e -

Adokbe PDF Dean's Office Lair Printer Microsoft KPS PCL Drives for Send To Dept Prin, y/_Set o5 defauht printer
et b Ondte o
Pririer properties

Create shorout

Troubleshoot
Remeve device

Properties

state: @ Defauit Status: 0 document(s) in quee
KONICA MINOLTA CT5...

Dept Printer

-

;_-'l;_' _-;'-'_;-_' l NGt . LN D LR

19. A new window will open up, go to the ‘Detailed Settings’ then select ‘Job Setup’ and enter
in your user (copy) code. For grad students, this is your student ID.
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@ Dept Printer Printing Preferences

- _i—

. 2 &=

| One Click Presets | Detailed Settings Nconfiguration/About |

Current Setting i - = D :'r‘_g]
Job Setu Basic Paper Edit Finishing
] m | 3
Job Setup Restore Defaults
d Job Type:
@ [Normal Print -] [ Detais ]
Classification Code:
(Up to 32 alphanumeric characters [a-z,4-Z,0-9,")
Basic Setting
. User Code:
Df:t“'gre?; Ssl.zi 119 {Up to 8 numeric characters)
Print On: HHEH
Same as Original Size
(5] Authentication...
[ Settings Summary
0| Reaqister Current Settings...
[ ok [ concel J[ apoly |[ rep
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20. Change the Job Type to Locked Print and then click on Details. Enter your netID for the
user ID and a desired password (can be the same as your user code).

Enter User ID:
User ID: (Up to 8 alphanumerics [a-z,A-Z,0-9,"_",".","-","/",":""])

Create Own ID v

Password:
(4 to 8 digit numbers)

HdkEE

OK Cancel Help

21. Click OK
22. Click on OK. The setup is complete. Please double check that everything worked by
printing a test page.
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B. New Installation for Windows 10

Printer Information:

Ricoh MP 9003 SP — Left “Keynes”
* Hostname: econcopier.econ.northwestern.edu
* IP Address: 129.105.62.21

Ricoh MP 9003 SP — Right “Friedman”
* Hostname: econcopier1.econ.northwestern.edu
* |P Address 129.105.62.20

Driver (same for both copiers):
http://support.ricoh.com/bb/html/dr ut e/rc3/model/mp6503/mp6503.htm

1. Create a new folder on your desktop. Call it something appropriate.
2. Download the appropriate driver for the printer from the Ricoh website using the links
above. Windows 10 users should download the PCL 6 driver for Windows 10.

3. Double click on the downloaded .exe file and run it.
4. This window should open up.

WinZip Self-Extractor - 279039L16(2). exe ot

To unzip all files in z 79053L16(2).exe to the :

specified folder press the Unzip button.

Run Windip

Unzip to folder:

[c:\temp'279053L 16 | Browse.. Close

[+] Ovenwrite files without prompting About

Help

5. Click Browse
6. Browse to the folder you created on your desktop and unzip the file.

12


http://support.ricoh.com/bb/html/dr_ut_e/rc2/model/8100s/8100s.htm?lang=en
http://support.ricoh.com/bb/html/dr_ut_e/rc3/model/mp6503/mp6503.htm

Browse for Folder pod
IUnzip to Folder:
w [ Desktop A
26699
7502 MP driver
8100s
9003 driver
9003 images
S0035P
90035Pa
AdobeCC-SerializerMac
AdobeCC-Serializer-Windows W
£ >
Cancel
WinZip Self-Extractor - z72059L16(2). exe hod
To unzip all files in z79059L16(2).exe to the
specified folder press the Unzip button.
Run Windip
IUnzip to folder:
|C:\Users\schrader\Desktupkﬂ'ﬂlﬂ Browse... Close
Owerwrite files without prompting About
Help

7. Open Start, and select or search for Settings.

13




[ s Filters
Best match

Settings
Windows app

Settings
G5 Start settings
[L] Notifications & actions settings
Apps
Startup settings
Reset Spyder Settings
a4 DisplayFusion Settings
Search suggestions
je, settings - Search the web
Documents

Store

O Settings|

8. Select Settings, then select Devices
9. Under “Related Settings”, select “Devices and printers’

14



L= Settings

@ Home Bluetooth & other devices

|:| Download over metered connections

Printers & scanners

Related settings
Mouse

Typing

Pen & Windows Ink

AutoPlay

UsB Have a question?

Make Windows better.

9. In the window that opens up click on ‘Add a printer’ in the top left corner.

s Control Panel\All Control Panel Items\Devices and Printers
4 e s Control Panel » All Control Panel ltems » Devices and Printers

Add a device Add a printer

~ Devices (2)

= |

USB Optical WITSCHECOMO1
Mouse

~ Printers (9)

M

10. A new window will pop up, select ‘The printer | want isn’t listed”

15



11.

Choose a device or printer to add to this PC

Mo devices found

The printer that | want isn't listed

Cancel

Select “Add a printer using a TCP/IP address or hostname”. Click Next.

16




Find a printer by other options

() My printer is a little older. Help me find it.
() Find a printer in the directory, based on location or feature

() Select a shared printer by name

Exarnple: Y\ computernameprintername or
http://cormputername/printers/printername/ printer

(®@):Add a printer using a TCP/IP address or hestname

() Add a Bluetooth, wireless or network discoverable printer

() Add a lgcal printer or network printer with manual settings

Browse...

| | Cancel

17




12. Enter the IP Address for the printer. BE SURE TO UNCHECK “QUERY THE PRINTER...".

P
€« = Add Printer
Type a printer hostname or IP address
Device type: iAutmietect V|
Hostname or IP address: | 129.105.62.304 |
Port name: | 129,105,622 |

[] Query the printer and automatically select the driver to use

| | Cancel

13. In the next window, click on ‘Have Disk...’

Install the printer driver

) Choose your prenter from the kst Click Windows Update to see miore models,

To mnstall the drrver from an installation €D, chick Have Disk.

| Manufacturer ':I Printers

| Adobe 3 | ) Adaibe POF Converter
Brother
Canon
Epson

L Fasll Wammia

;) This driver is digitally signed. |
Tell e wiy drrver signing is impoatant

| =]

14. In the next window, browse to the desktop and find the folder that you created.

18
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Tnstall From Disk D

Insert the manufacturer’s instaliation disk, and then
make sure that the comect drive is selected below.

g

Copy manufacturer’s fies from:

ﬁ

If Locate File

Look in: |-Desktup v| (= 3 el

* E Box r Onelrive
o

CQuick access

- & Greg Schrader . This PC
e

Desktop -

. Libraries e Metwork
= |

Librraries

5 "I 9003 l kbe
This PC

Metwork

File name: " inf

Files of type: Setup Information (*inf) ~ Cancel

15. Open the folder you created, and then open the folder within it (disk1). Highlight on the
‘OEMSETUP.INF’ file

19



I: Locate File

Lok in: | | | disk1 V@ ¥ M-
Date modified Type Size
1/4/2017 10:46 AM Setup Information

MName
B oemsetup.inf

£

File name: | V| | Open |

Cancel

Files of type: | Setup Information {*inf)

16. Click Open and then OK, Make sure to select the correct printer name and click Next.

X
4 = Add Printer
Install the printer driver
- Choose your printer from the list. Click Windows Update to see more models.
p—T
To install the driver from an installation CD, click Have Dizk.

Manufacturer * || Printers

LANIER [EJRICOH MP 6503 PCL 6

NRG [SJRICOH MP 7503 PCL 6

Ricch [E! RICOH MP 9003 PCL 6

SAVIM

v
[5] This driveris digitally signed. Windows Update Hawe Disk...
Tell me why driver signing is important
Cancel

17. Rename the printer if desired and click next. Click Finish and the window will close.

20



& = Add Printer

Type a printer name

Printer name: RICOH MP 9003 PCL 6

This printer will be installed with the RICOH MP 9003 PCL 6 driver.

18. Go back to the ‘Devices and Printers,’ right click on the newly installed printer and select
‘Printing preferences’

8% » Control Panel » Hardware and Sound » Devices and Printers » ~| 43 [ Search Devices and Printers

)
Addadeice  Addapintes  Seewhat'sprnting  Print server properties  Remave device 2- @
Windows can display enhenced devce icons and information from the Internet, Click to change.. x

# Devices (5)

Dell P2213 Dell USE Entry Mass Sterage STOWORSTUIWE USE Optical
(Digitad - D) Kiyboard Device T Mouse

# Printers and Faxes (8)

. W o7
o o < D ) ) - .

Adobe POF Dear's Office Lair Printer Microseft KPS PCLS Driver for Send‘l'e Dept Prin, 3_Set o5 defauht printer
Copitr Document Writer  Universal Print Oneblote 2013
Fhirter properies

Create shoncut
Troubleshoot
Rermove device
Properties

. @ Defauit Status: 0 document(s) in queue
KOMICA MINOLTA C75...
Prnter

Dept Printer

-

ALY s N D |lll\lllllll

19. A new window will open up, go to the ‘Detailed Settings’ then select ‘Job Setup’ and enter
in your user (copy) code. For grad students, this is your student ID from your WildCard.

21



@ RICOH MP 8003 PCL 6 Printing Preferences

Frequently Used Settings Detailed Settings  Configuration/About

Current Setting Menu:
2 Job Setup Job Setup Restore Defaults
E Basic
1ob Type:
B paper @ |Locked Print o b [ e

| Cover /Slip/Designate
. Classification Code:

i'. 2 Sided/Layout/Bookiet (Up to 32 alphanumeric characters [a-z,A-Z,0-9,™","_T)
* Imposition |
Output Settings User Code:

i Finishing {Up to 8 digits)

1239

User Setting E print Quality:Standard
Document Size:

Letter (3.5"x 117 Print Quality: Advanced

Print On: [ Effects
Same as Original Size @

Reduce/Enlarge:
Fit to Print Size

@ Authentication...

Settings Summary

| Register Current Settings... |

I OK I ‘ Cancel | | Apply | Help

22




20. Change the Job Type to Locked Print and then click on details.

lob Type Details ? >
Enter User ID:
User ID: (Up to & alphanumerics [a-z,4-Z,0-9," """ """
Create Own ID w Schrader
Password:
(4 to & digit numbers)
| :::ﬁ

Cancel Help

21. Enter your netID and your desired password (can be the same as your user code).
22. Click OK

23. Click OK again. The setup is complete. Check that everything worked by printing a test
page

23



C. New Installation for Macs

Ricoh MP 9003 SP — Left “Keynes”
* Hostname: econcopier.econ.northwestern.edu
* IP Address: 129.105.62.21

Ricoh MP 9003 SP — Right “Friedman”
e Hostname: econcopier1.econ.northwestern.edu
e |IP Address: 129.105.62.20

Driver (same for both copiers):
http://support.ricoh.com/bb/html/dr ut e/rc3/model/mp6503/mp6503.htm

1. Download the appropriate driver based on your Mac OS from the Ricoh website using the
link above.

2. Once the download completes, double click on the downloaded file. Open up the .pkg file
and click through the installation instructions.

. @ L Bisak DS Drintars
‘ Ricoh_PS_Printers_Vol3_EXP_LIO_Driver.pkg * B

©

Ricoh_PS_Printers_Vol3_EX
P_LIO_Driver.pkg

MacOSXReadme.txt

3. Open up system preferences and select Printers & Scanners

a it yEte Frataranc gy

mEsEERmE0 &

depkip & Doci wEgion Liiahe Sacurity L.
rrecy

g "
Soreen Saver Coninl LEL L

[ - [N

Dieplyy Energy ] Mo Tewckpad | Pricten & Sound
S

24


http://support.ricoh.com/bb/html/dr_ut_e/rc3/model/mp6503/mp6503.htm

4. Click the plus sign on the bottom left of the window.
®

L]

5. A new window will open up. Select the IP tab near the top and fill in the Address box with
the printer’'s hostname or IP address. Make sure to set the Protocol to Line Printer Daemon

- LPD.

& Add

- @ w

‘Default IP  Windows Search

Address:
Enter host name or IP address.

Protocol: | Line Printer Daemon - LPD ﬁ

Queue:

Leave blank for default queue.

Name:

Location:

Use:

6. IEiII in the Name box with the appropriate printer name. Make sure the abpropriate printer
driver shows up in the Use box.

25



® @ Add

8@ w

Default IP  Windows Search

Address: | 129.105.62.20|
Valid and complete host name or address.

Protocol: Line Printer Daemon - LPD u

Queue:

Leave blank for default queue.

Name: 129.105.62.20

Location:

Use: RICOH MP 9003 PS ﬁ

Add
7. If not, click on the ‘Use’ dropdown menu and ‘Select Software...’
|
Address: 129.105.62.20
Valid and complete host name or address. ‘
Protocol: Line Printer Daemon - LPD 3 '
Queue:
Leave blank for default queue.
Name: 129.105.62.20
Location:
Use: Select Software... 5
Add

8. A new window will open up, type in a part of the printer name into the search and select
the appropriate printer driver

26



@ Printer Software

I Q 9003 o

|

|

|

]
1

‘ Cancel -:_

9. Click OK and Add. The printer has been connected to the computer.

10. To enter your copy code, open an application that can print. (ex. These screenshots are
from Preview) and go to File -> Print

11. In the box that pops up, make sure the printer previously set up is the selected one, then
click on the drop down box that says ‘Preview’ and click ‘Job Log’

27



Printer: = MP 9003 right

o i Presets: = Default Settings
@ & B Copies: 1 Two-Sided
]l i of Pages: © All
! . ; From: 1 to: 1
2 @ .
z . . Paper Size: = US Letter k% 850 by 11.00 inches
p: s
<) o: Orientation: IE 1 Be
i S Job Log H
gi i al
s L] ol ‘r User ID:
Job Type: Normal Print B
10f1
Enable User Code
|
12:00 AM >
PDF §d  Hide Details cancel | [ELEN

12. Change the Job Type to Locked Print and enter your netID for the user ID and a
password (You can reuse your user code). Check Enable User Code and enter
your copy code (grad students: use your student ID from your Wildcard).

28



Printer: MP 9003 right

(of o)

ol T K Presets: Default Settings
i g
@ 41 #Bi Copies: 1 Two-Sided
ai wij Al QE Pages: °AII
: K ; " From: h to: 1
j Qs Wi i @
: ) _ ) . Paper Size: = US Letter 8.50 by 11.00 inches
mii 1 @ v
i - =
R i o ©@: Orientation: I L i Lol
§ s —
8j; -n oi o Job Log
= e - E
B P e : £
. el l 3 o4 =§ 5 User ID: schrader \
Job Type: Locked Print
10f1 File Name:

Password: eeee ‘

Enable User Code

User Code: | 1234 \

Time: 12:00 AM v
Folder Number: 2

Folder Password:

PDF , Hide Details Cancel
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13. In the ‘Presets’ dropdown select ‘Save current Settings as Preset...’

Printer:  MP 9003 right
® ~ i Presets v Default Settings '
' Last Used Settings
@ <1 ¥ Copies -
> ) . . N Default Settings-1
a;i 1 1 i Pages
- L ; : Save Current Settings as Preset...
j & \: } @ 4 Show Presets...
i . . ok Paper Size: = US Letter 23 850 by 11.00 inches
Emii 1 @ & -
[ B 1 ) O: Orientation: ﬂﬁ ]3
ai -n el o Job Loa

14. A new window will pop up. Edit the name if you wish and then click OK

Preset Name: | Default Settings-1

Preset Available For: ﬂ Only this printer
i 1 Al printers

15. Print a test page to make sure everything worked.
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