1) Login to the Web Interface of the machine
2) Select Device Management/Address Book
1 Home

i Status/Information » | | W Device Name : RICOH MP C4503

@ Device Manageme Configuration
Address Book

E Print Job/Stored File 3

Reset Printer lob

WA Convenient Links Reset the Machine

Device Home Management

Screen Monitoring

3) Select Add User

With Easy Input you can edit the A
With Detail Input you can edit all it

Easy Input || Detail Input |
f Add User | # |Change

MNumber of Reaistered : User(s155 (

4) Select Email Destination and Select Next
Add User

Select item(s) to register, then press [Go to Next].

User Information

Basic Information Basic information such as Registration No. or Name can be registered.
Destination
[ Fax Destination Fax destination can be registered.
Email Destination Email destination can be registered.
[ Folder Destination Information about network folder can be registered.

Authentication Management

[ user authentication Information about user authentication can be registered.



5) Enter Name and Key Display (Name is internal reference, key display is what shows on panel)
and select next

Stepl.Basic Information

Enter items. The name entered in [Key Display] will be displayed on the destination key on the control panel.

mRegistration No.(Required) :|DDO24 |

mName(Required)

mKey Display :| |
mTitle 1 [None |

mTitle 2 [None ]

mTitle 3 [None |

mAdd to Freq. ®on O off

6) Enter email address and Select next

Step2.Email Destination

Enter the email address.

mEmail Address(Required) :|test@test.com|

[ register as both a destination and a sender

7) Select Finish



