
Scanning to E-mail from RICOH Copiers 

 

1) Insert your original(s) into the Automatic Document Feeder (ADF) or place on glass 

2) If you are not already at the home screen press the home button   

3) Choose Scanner (Classic)  

4) Choose Search Dest.: 

 

4) Select PPCSD and choose Name:

 



5) Enter all or part of your first name and press OK: 

 

6) Your first name will appear under Search Conditions. Press Start Search: 

 

7) Select your name from the list and press OK: 

 
 



8) Press the Start button   

9) If you are scanning from the ADF you are finished. If you placed your original on the glass you will see 

the following message.  Follow the instructions on the screen:

 

10) Check your school e-mail.  You will receive an e-mail with the subject “RICOH Scanned 

Document(s)”. Your scans will be attached. 

 

 

 

 

 

 

 


