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PLEASE USE AN ETHERNET CORD FOR ALL PRINTER INSTALLATIONS. DO NOT USE WIRELESS.

STEP 1: GETTING THE DRIVER.

1. Click Here(or Here for 64 bit users) to get your driver. You should see a window that looks like:

Opening z46138L6.exe ||

You have chosen to open
[="] z46138L6.exe
which is & Binary File
from: http://support.ricoh.com

Would you like to save this file?

Save File l | Cancel

(Note that this may look different in different web browsers, e.g. Firefox or Internet Explorer, etc.)

2. Click the Save File button. Save the file to your desktop for ease of use. When the file is finished
downloading, double click the file on your desktop or in the downloads list. You may have this box pop up:

The publisher could not be verfied. Are you sure you want to

run this software?
[l Name: C\UsersimsiegebwatiaiDesktop\odS13816. ene
L Publsher: Unknown Publisher
Typa: Application
From:  C:\Users\meiegelwaia\Desit opia461 3816, e

Run || Conce

! Mperays ask before opening this fle

This fle doss not have & vald digtal sgnature that verfies 23
publsher. You shauld anky nun softwane from pubkishers you trust
How gon | desde what sofiwgrg to nn®

If so click the Run button.

3. The file will open in one of a few different extracting programs, however the dialog box should look very
similar to:
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WinZip Self-Extractor - z46138L6.exe

To unzip all files in 24613816 exe to the specified
folder press the Unzip button.
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Unzip to folder:
“temp'z46138L6) Browse... |
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COrwerwrite files without prompting

%E

4. Notice that the folder is listed as C:\temp\z46138L6. Remember the folder C:\temp\z46138L6\32bit or \64bit
for 64bit users. You have completed step one.

STEP 2: INSTALLING THE PRINTER.
Note that this can ONLY be done after the new printer has been delivered and set up. Make sure you have fully
completed step one before attempting.

1. First click the Start icon on the bottom left-hand corner of the screen, and then click Printers and Faxes.
Click the Add a Printer button:
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If you do not see Add a printer, click file in the upper left, and then click Add a Printer.

2. Click Next, and then select Add a Local Printer (I know you may be tempted to add a network printer but
that is not how this is set up). | recommend un-checking the box that says automatically detect and install my
Plug and Play printer, since this will only slow you down.

3. Select Create a new Port and in the drop down menu select Standard TCP/IP Port:
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Add Printer, Wizard

Select a Printer Port
Computers communicate with printers thraugh ports.

Select the port you want your printer to uze, |f the port iz not listed, vou can create a
new part.

() Use the following port;

‘E'-___"; \ %_I \é n
&é B R
() Create a new port;

Standard TCP/IP Port

Type of port;

¢ Back “ Mewt » l[ Cancel l

Click the next button.

4. Now for the first of two tough steps. You have to locate the name of your printer. This page should give you
which printer name to use. Look through the table to find your department and location of printer. Then copy the
entry in theHost Name of Printer column. Copy the printer name exactly as listed. For example if you are in the
Math department you need to type Math-mfp.math.wesleyan.edu. If you have done this step correctly you should

get a window with a finish button in the bottom right. When clicked it should bring you to this window:

Add Printer Wizard

Install Printer Soltware ‘,J
The manufaciuner and madel detesrmme which prnter softwate bo e, n

)N Select the manufactures and model of wour | wour printer came with an installation
:—\\‘ﬁ disk, chck Hawe Disk, |f wour printes i not . conul your prnber docurnentation for
compalible printer soitware:
Marudactise Printers
55F Adabe POF Cornvertes
Agla
Alps
Apolo

b 4

EF This diiver is digitall signed a1 Have Disk...

| <Back || Mews | [ cCancel |

Now select Have Disk

If you got this window instead:
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Add Standard TCP/P Printer Port Wizard

Additional Port Information Required
The device coud not be ideriifed

The device is not found on e nelwork e

1. The device is humed on.
2 The rsteodk. it connected.
3 The device is proparky
4, The addiess on the p

I ol think: the addiess iz not conect. chek Back to retun to the previous page. Then comect
the addiez: and pedform another search on the netwerk. If you ane sure the addiess is consct,
select the device bpe below

Dievice Type

[O-AT" " I G eneic Betwork Cad
{2 Custorn

____-,;J tBack || Met> | [ cCanced |

Click the back button and try typing in the name again. If you still are having issues first check with other users in

your department to see if they are having similar issues, then check with your DSS to make sure that the name is
correct.

5. Now the second tough part, navigating to the folder. Remember

C:\temp\z46138L6\32bit? If you didn't that's fine, | had to look it up myself. Copy and paste that line into the

window like so:

Install From, Disk

\% Inzert the manufacturer's installation dizk, and then

make sure that the comect diive iz selected below.

Caticel

Copy manufacturer's files from:

Vl l Browse...

6. The last few steps are fairly straightforward. Click the OK button and then select PCL 6 Driver for Universal
Print and click the Next button.

7. Name your printer, be sure to mention if it is black and white or color. If you have other Ricoh printers that
you may be printing to, be sure to mention where the printer is.

8. The printer driver will then install, make sure not to share the printer when asked.

9. It is your choice whether to make the printer default or not. Congratulations you have completed step 2.

FINAL STEP (ADVANCED USERS ONLY): ACCESSORIES, USER CODES, AND TRAYS OH MY.
THIS IS A MUST FOR ALL DEPARTMENTS USING USER CODE RESTRICTIONS FOR PRINTING.

If you have never had to type in a number to print a document skip this step. Similarly, if you would like to utilize
stapling, hole punching, or any of the other advanced features you will also need to do the last step.

1. Go back in to the devices and printers window where you went for in the first step of step 2. Right click on
the printer you just installed and click properties. You will see a little window informing you the printer is updating
your options. When it is finished you should be able to configure any extra options your printer allows you. You
can also get to the same screen by going to the printer properties menu in your favorite program to print from
(e.g. Microsoft Word).
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2. To enable user code prints click on the valid access option and type in your User Code (WesID) in the

User Code box. You may have to do this every time you print in color, although certain programs (Microsoft Word

for example) will automatically fill in this box for you after your first successful print.
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