
Setup Scan to Folder 

Step 1 - Creating a user 

1. Use the search bar to go to “Settings” 

2. Accounts 

3. “Other Users” 

4. "Add account" 

5. "I don't have this person's sign-in information 

6. Add a user without a Microsoft account 

7. Create a user with a secure password (Make sure to fill out the Security Questions) 
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Step 2 - Sharing a Folder 

1. Create a shared folder on the Windows computer 

1. Example: A folder named "Scan-SMB" is created on the desktop of Windows 

2. Right-click the shared folder you created and select [Properties]. 

3. Click the [Sharing] tab and click [Advanced Sharing]. 

4. Add a check mark to [Share this folder] and click [Permissions]. 

5. Select the group/user name you created to give access permissions and add a 
check mark for Full Control. 
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Adding the Folder Destination on the Ricoh 

1. Go to the copier’s Web Interface (get there by typing the copier IP Address into the 
search bar of any browser) 

1. Ex. https://192.168.1.80 

2. Login with: 

1. Username: admin 

2. Password: <blank> 

3. Hover over “device management” 

4. Then select “Address Book” 

5. Select the “Detail Input” tab 

6. Then select “Add User” 

7. Enter name under “Name” and “Key Display” 

8. Path = the full folder share path that we created earlier. 

1. \\YOURPCNAME\Scans-SMB 

9. The username field is filled with the Username and Password, of any user that we 
shared the scan folder with, (I usually use the current local admin Ex. Whoever is 
logged in, or create a new user for the scans, typically “Scanner” with a simple 
password)  
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