
 
 Choose  a computer to receive your      
scan and note the number on the    

 cover .  

 
 Lift the cover of  the scanner and       
place originals facing down so                               

 that the top edge touches the top-
 left of   the glass. 
 
 
 

    Press [Select]. 

 A √ appears in the box next to the 
destination.  If  you press [De­select],        

 the selection is cancelled. 

Once  the destination is specified, 
Press [Exit]. 

Preparing Your  Scan Sending Your  Scan 
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2             Go to the  Ricoh  Scanner 
 at the operator’s desk. 
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Specify the destination for delivery . 
Press [Dest.] 
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Highlight the number of  the destina-
tion computer . 

Press [↑Prev.] or [↓Next] until the      
destination you want appears, then 
press ► or ◄  to highlight the destina-
tion. 
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The scan starts. 

 
To stop scanning, press  [Clear/ Stop]  
 
 
 
To scan another page, place the original 
on the glass and press the [Start] key. 
When the scan is completed, press [End 
Job]. 

 For  several pages, place originals 
in the feeder facing up.  
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Press  [Start]  
 

 

10 

C 

The ID number for each computer                
will appear. 
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Scanning color and black/
white documents to any 
Stone computer  

 
 
 
 

Return to the computer to which 
the scan was sent. 

  
 

 Double click the icon on the  
  bottom right desktop screen. 

Click  Launch Desk TopBinder V2  
 

 

 
The following screen will appear with 
the PDF file of  the document scanned 

 

Receiving Your Scan 

Click on the PDF file of  your  docu-
ment and your file is ready                                       

 for use! 
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