HOW TO SEND A FAX
USING OUR RICOH COPIER/SCANNER

1 Go to the RICOH photocopier/printer/scanner located behind
self-checkout kiosk #3 (across from the adult information desk,
in the grandhall).

1 Place the document you wish to scan and fax FAGE on the
automatic sheet feeder, on top of the copy machine.
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1 On the touch control screen, press the QUICK FAX icon.
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1 Typein the destination fax numbey then doublecheck it
to confirm that the number is correct, therpress the OK

button.

Type-in the fax phone number and
press the OK button

Specify Destination: Fa

Enter Fax Number W
:3'. Period i : X
Pause ,7

W—
e

N i > o
Line: G3 Input History Tone
(Fax)

AR  Address Book Manual Entry

Check Status

Confirm the destination fax phone number is correct,
then press the OK button

Specify Destination: Fax

Destination: c @ 9

3178317383 000

—— P P
Line: G3
(Fax) = DRt
3t BT S e

MR  AddressBook  Ea  Manual Entry

Check Status

PageS



1 Press the START button to scan your document and send
your fax.
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1 Your fax is now in the process efansmitting, as shown on the
touch screen and the flashing blue light on the left side of the

touch screen.
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1 The big blue light flashes on the output tray below, indicating
that the FIRST faxing confirmation report has printed out. This
report indicates that the fax was TRANSMITTED successfully.
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FIRST confirmation report looks
Iike this. It shows a picture of your

This report
shows that
your fax was
successfully
sent (see "OK"

in "Results" S - A
above) - Digital magazines 2

Available at your \\bra\":l

Pag95



1 After a few minutes, the big blue light flashes (again) on the
output tray below, indicating that the SECOND faxing
confirmation report has printed out. This report indicates that
the fax was RECEIVED successfully.
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