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

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

@ Device Management Configuration
Address Book

E Print Job/Stored File 3

Reset Printer lob

WA Convenient Links Reset the Machine

Device Home Management

Screen Monitoring

3) Under Device Settings Select “Email”
u Device Settings
B System
B Function Key Allocation/Function Priority
B Paper
B Date/Time
W Timer
B Logs
B Download Logs
|

Email

4) Enter Administrator Email Address as senders email address as well as SMTP Auth. Email
Address and User Name.

5) Enter SMTP Server Name and port no.

6) Select appropriate SSL Setting



Email

| OK | Cancel |

B Administrator Email Address :|scan@test.com

Create Email Signature

B Signature
Reception
B Reception Protocol (|POP3
B Email Reception Interval : ®on Ooff
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B Max. Reception Email Size

B Email Storage in Server | Off
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B SMTP Server Name
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B SMTP Port No. 2

B Use Secure Connection (S5L) @ ®on O Off

B SMTP Authentication : ®on Ooff

B SMTP Auth. Email Address :|scan@test.com
B SMTP Auth. User Name :|scan@test.com
W SMTP Auth. Password | Change

B SMTP Auth. Encryption | Auto Select ~

POP before SMTP

7) Select Change to enter password
8) Enter password and select ok
9) Select OK again to save changes.



