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1 Preface

This guide provides the details on how to use the workflows which help users to
Scan to on premise file servers. These workflows still can use Smart Integration
Cloud components like OCR, Bar Code Recognition etc., but upload the scanned
document to on premise file server.

About This Guide

This guide is divided into following primary sections:

1. Infroduction
This section lays the foundation for understanding the local Folder workflow
specification.
2. Installation of Enhanced Program
This section describes, how an Enhanced Program gets automatically installed
on the multi-Function device, when user tries to use Local Folder Workflows
2. External Service Connection
This section describes how to service connection file server with SMB protocol.
3. Local Folder Workflow Specification & Configuration

This section contains specification and step-by-step instructions on how to
configure settings related to Local Folder workflow application in User Site

4. Operation of Local Folder Applications

This section contains step-by-step instructions on how to operate Local folder
application on MFP Operation panel.

5. Limitations
Product Limitations
6. Appendix
This section contains additional reference materials.

Note: The operation panel screen shot images and User Site images provided in
this document are for illustrative purposes only. These images may not reflect the
exact image you experience on your multi-functional printer (MFP device).
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2 Introduction

Supported SMB Versions
Supports SMB version of SMB 1.0 / SMB 2.0 / SMB 2.10 / SMB 3.00 / SMB 3.1.1

Local Folder workflows

Following workflows are supported.

1 Advanced Scan to Folder

2 Advanced Scan to Folder
Shared

3 Multi Destination Scan

4 QR Cover Sheet

5 QR Read & Route

6 Local Folder Print
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6 File Splitter

Detailed specification is described in following section, scanned document is uploaded to

a local folder on to on premise shared folder on a file server.

10
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3 Installation of Enhanced Program

Scan to Local folder workflows require ‘Enhanced Program’ application to be installed on
multi-Function device. However, installation is automatically done, when user tries to use
the workflow. However, MFP administrator needs to login to the device to complete the
installation.

Touch on one of the Scan to Local Folder workflow on MFP Panel.

Note: Steps are same when Enhanced Program is not installed, or a new version is
available

= Local Folder Login
¢

Advanced Scan to Folder Multi Destination Scan QR Cover Sheet

-

a"m
QR Read and Route Print QR Cover Sheet

11
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Case 1: When Device Administrator authentication not enabled.

Installation of the enhanced program is required.
Do you want to start the installation?

Check Status (22|

Case 2: When device Administrator authentication enabled.

It is necessary to perform installation by logging in with a device
administrator authority for the device,

Contact the device administrator.

Then, perform installation by pressing the RICOH Smart Integration icon
again.

Check Status

Login to the machine with device administrator credential

12

RICOH USA INC




17230263

Version 2.1

Enter user name and password to log in.
User Name admin

Password

[ Moy tnsuage Change Language

Check Status

17230263

Installation of the enhanced program is required.
Do you want to start the installation?

Check Status

Touch on ‘OK’

Logout | |I|

]
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m30263 ) | togout ][ (|

Installing the application..

Check Status

:Lugged in: Machine Administrator | Logout ||I|

Installing the following application has completed.

Enhanced Program

Check Status

Touch on ‘Close’. This completes installation.

Note: Refer to Appendix for how to check the version of ‘Enhanced Program’
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4 External Service Connection
What is External Service Connection?

Before using Local Folder workflow, user needs to establish connection (authentication)
with on premise file Server. Following information is necessary to configure External Service
connection.

1. Server IP address & path
2. User Name

3. Password

4. Domain

Smart Integration User Configuration Site URL

https://na.accounts.ricoh.com/portal/login.html

Pre-requisites
Administrator has registered an account for user, user has following information:

1. Tenant ID
2. User D
3. Password

Or

1. Email address (Registered with Ricoh Smart Integration)
2. Password

RICOH USA INC
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Logging in to User Site
Option 1: Using Tenant ID, User ID and Password

Login with Tenant ID.

Tenant ID

Password

Confim other login method
Fon

Option 2: Email Address and Password

RICOH Account

Please enter your login information.

Email Address

‘ kample@example.com

Next

root password?

Status Dashboard

Version 2.1
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Accessing ‘External Service Connection

Click on 'Application Settings’

Application

p jon Settings.
(General Users)
Device Enhancement A

| Application Settings (General Users)

Send and receive files with extemal storage
cati
Application Service Name

External Service Connections accounts_ricoh_com

User Select Login Settings
AP for Small Busines

drchrono

Dropboi

Egryte

Google

Coordination

Configred o

Configured «

Configured o

Configured «

Configred o

Configred o

Shared

Yes o
icericoh@ricohice P3
ssword 2 (5

Yes o
[Description is not se
Lyet) &

Yesof
oz G

Yesof
Jay.nuogehall@ricoh
-usa.com G

Yes o
{Description is ot se
Luet) &

Yes of

Jawnuogehalliricoh®
gmail.com G

Admin Mode

Admin Mode

o

D o)

D o)
D o)

Version 2.1

admin
@) Tenant I0: 2172914435

@ =min
Tenant 1D : 2172

17
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Yez o

Google Configursd v JeynuggehalliricohE
gmailcom &
Yes o

Reconfigure required
e

o zintest] Soutlook.co

malnismsioz G

ED =
Oiffice 385 Configursd + G ure Unzanfigu
9 jay@ricoh-act & g

Cnelriva

Yoz o

Rubex Configursd #* [Description is not se
Yoz o

Zharefile Configurad # jEnuggehali@ricoh
suzzcom &

Yoz o

Aut ted Data C

m Fassword.Z G

Yez o
DocuWars Configursd v [Description iz not se
tyet) &F

L g CBD (vreonsue)
rzd v o re
ager Configurad phic Passwerdl B [« ure Unzonfigu!
iption is not se Unconfigurs

tyen @

SMB Configursd v

Yoz o

IZclzMedia Configursd #* ricoh @zolasu om

=)

Click on ‘Configure’ button next to ‘SMB’ to start Service Connection.
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() Please enter the user information for SMB
Server Name WIT230.2 180si=mb
User ID sizmbuzart

Password

Password {(Confir
m)

Domain 'WORKGROUP

Allow the service to be sharad within the tenant.

Description

For Server Name, Enter the IP Address of the Server + root of the path which is shared with
the User who is performing Service Connection. [\\ServerlPAddress\ShareName, Example:
\\172.30.2.82\MyShare

Note:

1. Only IP Address is supported for Server Name on certain models. Do not enter
computer name.

2. On certain MFP Models Hostname (Computer Name) is supported, however need to
install latest firmware on MFP.

3. If you have mixed environment continue to use IP Address

Enter the User ID and Password with which you login to your file server.

Enter the domain name.

Click on confirm to complete Service Connection.

Refer to next page on how to find IP address and domain name of File Server.

IMPORTANT: Do not enter ‘\' after \\ServerlPAddress\ShareName
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How to find IP Address of File Server

Login to File Server, Open Windows Power Shell (Command Prompt).
Run ipconfig /all

Note down the IP Address of the interface, which is connected to same network as MFP.

ipconfig /fall

IP Configuration

: 156947DT
mary Dns :
Node Type . . . « « « « « « « » . 3 Hybrid
IP uti Enabled. . . . . . . . : No
f Enabled. . . . . . . . : No
earch List. 3

Ethernet Connection (2) IZ19-V #2
7B-D2-75
DHCP Enabled. .
nfiguratio 5 o a 3
al IPvEe Address . . . . . : 16 2(Preferred)

DHCPwve TIAID . . . . .« & & & « « o 1 &

DHCPwE& Client DUID. . . . . . . . : 00-01-00-01-1E-0OB-EA-4D-64-00-6A-7B-D2-75
DNS FVEFS = =« = = = = = = = « = = 172.30.11.21

NetBIOS over Tcpip. . . . . . . . : Enabled

Wireless LAN adapter Wi-Fi 2:

Media State .

How to find Domain name
Login to File Server, Open Windows Power Shell (Command Prompt).
Run net config workstation

Note down Workstation Domain

\WINDOW
uter name

ation active on
NetBT_Tcpip {B6836DFA-D7F8-4
NetBT_Tcpip_ :
MetBT_Tcpip_{EAGO0S8CDE-5304A-45A2 2 3 56C00008)

ion 10 Pro

Up
-

COM Open Th
iCom nd

successTully.
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5 Local Folder Workflow Specification & Configuration

Advanced Scan to Folder

This workflow enables users to easily Scan and organize storage of documents, based on
Metadata and Date selection on MFP Operation panel. Users can program Metadata
based on their business needs and also program Metadata items in a dictionary, so that
they can easily select the items, instead of typing on the operation panel. Application
automatically creates folders and file is named based on Metadata by default file name
formula, however user can enter the flename of their choice.

Sample Metadata input

é Meta Data Input )
Document type Supplier Name | |Date (vy/mm/dd)
Com
| pany A
Purchase Order 18 | 01 |
Packing Slip Company C
Bill of Lading Company D
Invoice Company E ‘
Sales Order Company F
Work Order Company G

Other Attribute

Avuto Route and Auto Name

supplier 8 i Quotation

\
pO o

i o

" U8 Mar 2018
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Folder Root folder selection

Date Required
Format MM/DD/YYYY

Metadata Up to 5 Metadata field input are
supported.
Metadata 1-5 are optional

OCR Off, PDF, PDFA, WORD, EXCEL

Default: Off

OCR Language

English, French, Spanish, Portuguese
Brazilian

File Name

Optional (If entered, this value is used as
flename)

If filename is left blank, filename is
created using the formula programed in
User Site (Refer to section ‘Configuring
default Values’)

Default Formula:

_[Metadatal] & "-" & MONTH(NOW()) & DAY(NOW()) &
YEAR(NOW()) & "-" & HOUR(NOW()) & MINUTE(NOW()) &
SECOND(NOW())

Note: If you do not plan to use ‘Metadatal Field,
change the default formula as required.

Example:
{Metadatal}-142019-173412.pdf

Where {Metadatal} is the value entered
in workflow Ul

Folder Structure

Root Folder
Metadatal
Metadata?2
Metadata3
Metadata4
Metadatab
Month YYYY

Note:

1. Creation of ‘Month YYYY' can be
disabled in User Site.

2. Creation of Folders based on
Metadata can be disabled in User
Site.

Time Stamp

Time Stamp

OFF, ON

Vertical Position

Top, Middle, Bottom

22
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Horizontal Position Left, Center, Right

Stamp Target Pages All Pages, Specified Pages, First Page,
Last Page, Even Pages, Odd Pages

Target Page Number Specify page numbers, when ‘Specified

Pages’ selected is Stamp Target Pages

Remove Blank Page OFF, ON
Default: OFF

Metadata labels can be configured.

Metadata items can be programmed as a dictionary.

Creation of Date Folder can be disabled.

Creation of Folders based on Metadata can be disabled. In this case, user can use
the Metadata in File Name Formula, to create filenames based on Metadatas.
Default values can be configured for Scan settings, OCR, OCR Language, File
Name and Metadata

Unused Metadata Fields can be hidden from the Operation Panel User Interface

. OCR Selection field, OCR Language Selection Field and File Name entry field can

be hidden from the Operation Panel User Interface.

Time Stamp (Several Settings are available; +some are on Operation panel, and
some are on User Site)

Remove Blank Page: OFF & ON are available.

RICOH USA INC
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Advanced Scan to Folder Configuration

Smart Integration User Configuration Site URL

https://na.accounts.ricoh.com/portal/login.html

Login to the above site using your credentials.

Admin Mode
OFF

o @
Tenant ID: 2172914435

Application
@ o}
Application Settings ico_AppDM110.png

(General Users)
Device Enhancement Add-O _|

Click on 'Application settings’

Admin Made

# Application Settings (General Users)

o (@ simin
@ @ emiozmmnenss

€or
|Applicatian Settings (General Users)
I - orfirm or change the settings (parsmeters] of an app, click the icon of the app
Application List

Home

Device Enhancement Add-On Folder

n Scan R Cover Shaet
SDCA Test Package % % %

Smart Integration Connectors

QR Read and Route Local Folder P
Local Folder
DropBa
Google D
i

Click on ‘Advanced Scan to Folder'. This will display a page where all necessary
parameters can be configured.

24
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'e.d-r.ph:'.".u'u Lk

Advanced Scan to Folder -ﬂ

* Mandatory fiald
|Ser..'ice Sattings

Sardice =18

Common Settings

Dafailt Someen for

st Seres w
Folder Brorwsing i

Datault Layoun for ~ ot
Fodckar Browsi

| Drefault Parameter Settings

Fdder
Dat MMDONYY W

Folder tor MataData 1 * Creite b

Crarge Display Mamve:
Matallara 1

Folder tor MatalData 2 Creais b

Ohamge Display Mame:
Maerallata 2

Fodder tor MaetaData 3 Craats W

Crarge Display Mamve:
Mutallata 3

Folder tor MetaData 4 Creais b

Ohamge Display Mame:
MetaData 4

Fodder tor Matallata 5 Craats W

Crarge Display Mamve:
Mutallata 5

Above settings are available to configure.
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Selecting Default Root folder

-application Lit

Advanced Scan to Folder

Canoe] ﬂ
* Mandatory fiald
|Ser..'iu:e Sartings

Sardico A -]

Common Settings

Dazfaidt Soreen for
. Ligt Seres A
Folder Browsing

Dafault Layour o
Fodder Brivesc

| Drefault Parameter Settings

Folder

Enter the default folder in edit box,

Note: There is no Folder browsing available from User Site to your file server. Enter the value
as needed. The default folder must already exist on your file server.
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Setting up Metadata Labels

| Drefault Parameter Settings

Fodadar
Dt MMOOYY
Fodder for MetaData 1* Creais w

Thaitge Display Maie:
Metallaca 1

Fodider tor MataData 2 * Create b

Charge Display Marve:
Metallata 2

Folder tor Matallata 3 Creais w

Thaitge Display Maie:
MetalDuata 3

Folder 1or MetaData 4 * Create b

Charge Display Marve:
Metalata 4

Folder tor Matallata 5 * Creais w

Thaitge Display Maie:
MetalDuata 5

Edit Labels as required for your business needs.

When Labels are configured, this gets reflected on MFP Operation panel in *Advanced
Scan to Folder’ application.

& Advanced Scan to Folder ~ Jayasimha Nuggehalli Logout Job log

* Mandatory field. Auto Color..
Fold * (U d fold S0 [%I

older (Unnamed folder) Readable Di... <R]
300 dpi

Date 2019-06-25 Scan Settings
Document Type
Department

Check-Status
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Setting up Metadata Dictionary

|r-.-19t5 Diata 1
MetaData 1
O Hide I t
Déctionany Labal
Diczinary Delimites
Dictionary -
It

Enter required Values in the Dictionary, also default value if necessary.

|Met5 Diata 1
MetaData 1 Inenice
O Hide in appdication
Dictionany Label Dicumit Typs
Dictionary Delimites
Dicticnary -~
vl
Inrecice

PO
Viacation Riaquos

When Metadata dictionary is configured, this gets reflected on MFP Operation panel in
‘Advanced Scan to Folder’ application.

Clicking on Document Type field displays Metadata selection screen.
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Hiding Metadata in Operation Panel User Interface

Metadata 1-5 are optional fields. If these fields are not used, they can be hidden from
Operation Panel User Interface.

|Met5 Diata 1
Metalata 1 et
B Hide in application
Dictionary Label Dicumient Typs

Dictionary Delimites
Dictioaary sl

e

Wacaton Request

Check ‘Hide in application’ to hide this field.

¢ Advanced Scan to Folder Jay Nuggehalli Logout Job log
* Mandatory field. Auto Colo... ’;
1 Sided %
Date 11/09/2018
Readable ... (-:E
300 dpi
Folder * All Files
Metadata 1 *
OCR * OFF

In this example Metadata 2 - Metadata 5 are hidden.
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Disabling Creation of Folders for Metadata

| Default Parameter Settings

Folder
Date MM/DOAYYYY W
Folder for MetaData1* Create w

Change Display Mame:
MetaData 1

Folder for MetaData 2 * Create W

Change Display Mame:
MetaData 2

Folder for MetaData 3 * Create b

Change Display Name:
MetaData 3

Folder for MetaData 4 * Create w

Change Display Name:
MetaData 4

Folder for MetaData 5 * Create W
Change Display Mame:

MetaData 5

If users want to use Metadata values only in File Name formula, folder creation can be turned off.
Set the value to ‘Do Not Create’ to turn off folder creation. Each Metadata folder creation can be
separately configured.

Disabling Creation of Date Folder

File Mame Farmula * _Metadatal] 8" & BMONTH{NOWT)) & DAY(NCW)) & YEARMOWT) & -7 & HOUR{NCWI)) & MINUTE[MOW) & SECOMNDMO m

Date Folder * Create A
Selecting ‘Do Not Create’ in above list box will disable creating the ‘YYYY Month’ folder in the folder
structure in the Cloud Service. However, the Date field can be used to create File Name formula.

Date Format Selection
Default value for date format can be configured.

Date MM/DDAYYY ™
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OCR

Default value for OCR can be configured.

OCR OFF W

OCR Language

Default value for OCR Language can be configured.

LW LY L=l -

OCR Language * English

Setting up Default File Name & File Name Key Words

|Fi|e Mame

File Name

O Hide in application

Dictionary Label

Dictionary Delimiter

Import Dictionary
Dictionary ~
Value -

PO
Sales

Dicticnary Column
Width

Standard W

Version 2.1

Enter Required Filename Default Value and also can setup dictionary of Keywords which
can be used in the filename. A delimiter/separator can also be configured, if multiple
keywords are used for naming the file. Check ‘Hide in application’ to hide the field in

Operation Panel.

Setting up File Name Formula

Note: If you want to create Filename based on Formula, do not enter ‘File Name’ above
also leave ‘File Name'’ field blank on Operation panel. User entered File Name has higher

priority than the File Name generated using Formula.
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File Mame Formula *

Date Folder *

Default Formula:

_[Metadatal] & "-" & MONTH(NOW()) & DAY(NOW()) & YEAR(NOW()) & "-" & HOUR(NOW())

_Metadatal] & "-" & MONTH{NCWI)) 8 DAY{NCOWI) & YEARMNOW) 8 "7 8 HOURINCWT)) & MINUTE[MOW) & SECOMND{NGY m

Create hd

& MINUTE(NOW()) & SECOND(NOW())

Note: Refer to Appendix for Functions related to formula, samples and how to validate

formula before saving in User Site.

Note: Use the ‘Check’ button to validate the formula, entering bad syntax will cause the

workflow to create a file name ‘FileNameFormulaFailed’.

Time Stamp

Time Stamp
Vertical Position
Horizontal Position
Font Size (Point)
Time Zone *

Time Format

Border Width

Top and Bottom
Margins

Left and Right Margin
Stamp Target Pages

Specify Stamp Target
Pages

Remove Blank Page

OFF w
Top hd
eft hd
10
uTc A4

yy/miM/dd Himm

0

0

0

All Pages W

1.

OFF  w

Refer to appendix for details related to Time Stamp Settings

Remove Blank Page
Default value for Remove Blank Page can be configured.

Remove Blank Page

OFF  w
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Version 2.1
Scan Settings

Default Scan settings can be configured here.

|Defau|t Scan Settings

Scan Color Mode Auto Color Select v
Original Sides 1 Sided b
Document Orientation Readable Direction w
Scan Resolution 0 dpi W
Document Size Auto hd
Manual Density 0w
Scan Method Mormal W
Preview on W
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Advanced Scan to Folder Shared

Version 2.1

This workflow is similar to Advanced Scan to Folder, however instead of scanning to
individual users Local Folder, Scan documents are scanned to Folder/File Server
configured by administrators Service account. There is no individual user authentication
required at MFP panel. Apart from that, other features remain the same.

Workflow Specification

Folder Root folder selection

Date Required
Format MM/DD/YYYY

Metadata Up to 5 Metadata field input are
supported.
Metadata 1-5 are optional

OCR Off, PDF, PDFA, WORD, EXCEL

Default: Off

OCR Language

English, French, Spanish, Portuguese
Brazilian

File Name

Optional (If entered, this value is used as
flename)

If flename is left blank, flename is
created using the formula programed in
User Site (Refer to section ‘Configuring
default Values’)

Default Formula:

_[Metadatal] & "-" & MONTH(NOW()) & DAY(NOW()) &
YEAR(NOW()) & "-" & HOUR(NOW()) & MINUTE(NOW()) &
SECOND(NOW())

Note: If you do not plan to use ‘Metadatal Field,
change the default formula as required.

Example:
{Metadatal}-142019-173412.pdf

Where {Metadatal} is the value entered
in workflow Ul

Folder Structure

Root Folder
Metadatal
Metadata?2
Metadata3
Metadata4
Metadatas
Month YYYY

34
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Version 2.1

Note:
3. Creation of ‘Month YYYY' can be
disabled in User Site.
4. Creation of Folders based on
Metadata can be disabled in User
Site.
Time Stamp
Time Stamp OFF, ON
Vertical Position Top, Middle, Bottom
Horizontal Position Left, Center, Right
Stamp Target Pages All Pages, Specified Pages, First Page,
Last Page, Even Pages, Odd Pages
Target Page Number Specify page numbers, when ‘Specified
Pages’ selected is Stamp Target Pages
Remove Blank Page OFF, ON
Default: OFF

Metadata labels can be configured.

Metadata items can be programmed as a dictionary.

Creation of Date Folder can be disabled.

Creation of Folders based on Metadata can be disabled. In this case, user can use
the Metadata in File Name Formula, to create filenames based on Metadatas.
Default values can be configured for Scan settings, OCR, OCR Language, File
Name and Metadata

Unused Metadata Fields can be hidden from the Operation Panel User Interface

. OCR Selection field, OCR Language Selection Field and File Name entry field can

be hidden from the Operation Panel User Interface.

. Time Stamp (Several Settings are available; +some are on Operation panel, and

some are on User Site)
Remove Blank Page: OFF & ON are available.
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Advanced Scan to Folder Shared Configuration

Smart Integration User Configuration Site URL

https://na.accounts.ricoh.com/portal/login.html

Login to the above site using administrator credentials.

Version 2.1

Admin Mode

©) ) admin
Tenant ID: 2172914435

» Maintenance Notice

Application

Application Settings
(General Users)
Device Enhancement Add-O...

ol

Content Parsing Engine

Turn on ‘Admin Mode'’

RICOH Admin Settings

FexRelease RICOH Intelligent Voice ico_AppDM110.png
Control

Admin Mode

acni
m @ @ Ten":r'v‘( 1D 2172914435

Utility

+

(111

--2\ .
Y
a

p Usage Permission

Group Management
Management (users) Management (devices)

& H

Application Seftings Contract List Device Management FlexRelease
{Administrators)

(Administrators)

Device Enhancement Add- -]

ico_AppReport vTi0png

Click on ‘Application settings (Administrators)’

Tenant Info
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Version 2.1

Admin Mode

@ 'i.':::un:zﬂzmuas

&Top
|Appl\cat|cn Settings (Administrators)

I g and drop an spp to change it arder within the sams Home.

Click | to enable the change operation

Application Management - S
Home ((gd an Application )
Screen Auto Reset .

i SDCA Test Package Multi Destination Scan

&

Advanced Scan to
Folder Shared

‘Workflow Job Transaction {all

‘within tenant) i FTP&SFTP

|

i Device Enhancement Add..

QR Cover Sheet QR Read and Route Print QR Cover Shest
i Legal Add-On
iz »
i Healthcare Add-On
i Smart Integration Connec...
Local Folder Print File Splitter-SMB Scan to Local Folder -
TIFF

i Smart Integration Essenti...

CBW

i Local Folder | . %

i Bow

t DropBox

Click on ‘Advanced Scan to Folder Shared’. This will display a page where all necessary
parameters can be configured.
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Version 2.1

Admin Mode

gs (Administrators)

6.\'\;: plication Management

Advanced Scan to Folder Shared

* Mandatory field

' Y
| Cancel

| Service Settings

Service SMB

. ey
Service Account * I\Selec: a Usel r) swina act [ sviact ) TC New MAC

Comman Settings

Default Screen for

5 Teen b
Folder Browsing Lt seree

Default Layout for

Folder Browse : ¥
Default Parameter Settings
Folder
Date MM/DDYYY W
Folder for MetaData1* Create v
Folder for MataData 2 © Create hd
Folder for MetaData 2 * Create L
Folder for MetaData 4 Create v
Folder for MetaData 5 * Create v

File Name Formula * Day] & °-" & _[Month] & °-" & [Year] & * " & _[DateField] & " & [Mstadatal] & "-" & MONTH{NOW() & DAY[MOW() & YEA m

Date Folder * Create b
OCR OFF ~
QLR Language English W
Time Stamp OFF W
Vertical Position op w
Horizontal Position ef w
Font Size [Point) 10
Time Zone * uTC w

Above settings are available to configure.
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Version 2.1
Setting Service Account

Click on 'Select a User' next to Service Account. This will list all the admin users who have
made service connection with SMB. Refer to External Service connection section on how
to establish service connection.

éhpplicatiun Management

Advanced Scan to Folder Shared @

* Mandatary field
IServi-:e Settings

Service SMB

Service Account * Select a User ) svina act { svilact ) TC New MAC

Commaon Settings

Default Screen for

5 reen W
Folder Browsing bt seres

Default Layout for

Z Rov W
Folder Browse i

Select a desired Service Account.

(@ Select a User

Select from the following users for whom shared settings are set in Service Coordination
Settings.

layasimha Muggehalli { admin ) Jay's Laptop
yasimha Muggehalli { jay )

zyazimha Muggehalli { jay.nuggehalli )

kaoru Watanabe [ kaoru )

pnguyeni-3admin n [ pnguyenadmin ) pnG5E

s¥ina act [ svlact ) TC New MAC

141

P
= @
\BI'ICE/
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Selecting Default Root folder

ém: plication Management

Advanced Scan to Folder Shared (conce!) (C)

* Mandatory field

ISer\rice Settings

Service SMB

_ s \
Service Account * I\Selec'. a Usz'/l svina act { svlact ) TC Mew MAC

Common Settings

Default Screen for
Folder Browsing

Default Layout for
Folder Browse

Default Parameter Settings

Folder

Date MM/DOMYYY W

Enter the default folder in edit box,

Note: There is no Folder browsing available from User Site to your file server. Enter the value
as needed. The default folder must already exist on your file server.
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Setting up Metadata Labels

€Application Manzgement

Advanced Scan to Folder Shared |E|@

* Mandatory field

MetaData 1
Metalata 1
Change Display Name:
Metaliaa 1
O Hide in application

Dictionary Label

Dictionary Delimitar

Dictionary Column
Width

| MetaData 2

MetaData 2

Changs Display Name:
MetaData 2

O Hide in application

Edit Labels as required for your business needs.

When Labels are configured, this gets reflected on MFP Operation panel in *Advanced
Scan to Folder Shared’ application.

|, Denyadmin's operation, tap here | Logout
< Advanced Scan to Folder Shared Jayasimha Nuggefalli~~ Joblog =
* Mandatory field. Auto Color ...
1Sided L
Folder * Unreadable... «cz|
300 dpi
Date 06/15/2023
Document Type
Department

A~ Al
Check Status b2z
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Setting up Metadata Dictionary

|r-.-19t5 Diata 1

MetaData 1

Dictionany Label

Diczinary Delimites
Dictorary Ll

Irvetici
PO

Enter required Values in the Dictionary, also default value if necessary.

|Met5 Diata 1
Metaluta 1 Infwrsboi
O Hide in appdication
Dictionany Labal Document Typs

Dictionary Delimites

Dicticeary -~

LF [F]
Irresice:
PO
Viacation Riaquos

When Metadata dictionary is configured, this gets reflected on MFP Operation panel in
‘Advanced Scan to Folder Shared' application.

Clicking on Document Type field displays Metadata selection screen.
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Hiding Metadata in Operation Panel User Interface

Metadata 1-5 are optional fields. If these fields are not used, they can be hidden from
Operation Panel User Interface.

|Met5 Diata 1
Metalata 1 et

B Hide in application

Dictionary Label Dincumient Typs

Dictionary Delimites

Dibcticeary L]

Wacaton Request

Check ‘Hide in application’ to hide this field.

_ Logout | C |
< Advanced Scan to Folder Shared Jayasimha Nuggehalli Job log =
* Mandatory field. Auto Color ...

1Sided [/

Folder i “ Unreadable... «c|
300 dpi

Date 06/15/2023

MetaData 1

File Name

() B¥ )

Check Status & %o

03 :29PM

In this example Metadata 2 - Metadata 5 are hidden.
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Disabling Creation of Folders for Metadata

I Default Parameter Settings

Folder
Date MKM/DOMYYY W
Folder for MetaData 1+ Create w
Folder for MetaData 2 * Create R
Folder for MetaData 2 * Create hd
Folder for MetaData 4 * Create W
Folder for MetaData 5 * Create w

_[Day] & °-" & _[Month] & °-" & _[Year] & °° & _[DateField] & *-" & _[Metadatal] & °-" & MONTHMOWD) & DAYNOW() & YEA m
File Mame Formula *

_[Dayl-_[Monthl-_[Year] _[DateField]-_[Metadatal]-615202
Date Folder * Create w

OCR OFF 4

If users want to use Metadata values only in File Name formula, folder creation can be turned off.
Set the value to ‘Do Not Create’ to turn off folder creation. Each Metadata folder creation can be
separately configured.

Disabling Creation of Date Folder

_[Dray] & =" & _[Month] & °-" & _[Year] & ° ° & _[DateField] & "-" & _[Metadatal] & "-" & MONTHMOW) & DAYNOW]) & YE& m
File Mame Formula *

Date Folder * | Do Mot Create W

Selecting ‘Do Not Create’ in above list box will disable creating the ‘YYYY Month’ folder in the folder
structure in the Cloud Service. However, Date field can be used to create File Name formula.

Date Format Selection
Default value for date format can be configured.

Date MM/DD/YYYY W
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OCR

Default value for OCR can be configured.

OCR OFF W

OCR Language

Default value for OCR Language can be configured.

LW LY L=l -

OCR Language * English

Setting up Default File Name & File Name Key Words

|Fi|e Mame

File Name

O Hide in application

Dictionary Label

Dictionary Delimiter

Import Dictionary
Dictionary ~
Value -

PO
Sales

Dicticnary Column
Width

Standard W

Version 2.1

Enter Required Filename Default Value and also can setup dictionary of Keywords which
can be used in the filename. A delimiter/separator can also be configured, if multiple
keywords are used for naming the file. Check ‘Hide in application’ to hide the field in

Operation Panel.

Setting up File Name Formula

Note: If you want to create Filename based on Formula, do not enter ‘File Name’ above
also leave ‘File Name'’ field blank on Operation panel. User entered File Name has higher

priority than the File Name generated using Formula.
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File Mame Formula *

Date Folder *

Default Formula:

_[Metadatal] & "-" & MONTH(NOW()) & DAY(NOW()) & YEAR(NOW()) & "-" & HOUR(NOW())

_Metadatal] & "-" & MONTH{NCWI)) 8 DAY{NCOWI) & YEARMNOW) 8 "7 8 HOURINCWT)) & MINUTE[MOW) & SECOMND{NGY m

Create hd

& MINUTE(NOW()) & SECOND(NOW())

Note: Refer to Appendix for Functions related to formula, samples and how to validate

formula before saving in User Site.

Note: Use the ‘Check’ button to validate the formula, entering bad syntax will cause the

workflow to create a file name ‘FileNameFormulaFailed’.

Time Stamp

Time Stamp
Vertical Position
Horizontal Position
Font Size (Point)
Time Zone *

Time Format

Border Width

Top and Bottom
Margins

Left and Right Margin
Stamp Target Pages

Specify Stamp Target
Pages

Remove Blank Page

OFF w
Top hd
eft hd
10
uTc A4

yy/miM/dd Himm

0

0

0

All Pages W

1.

OFF  w

Refer to appendix for details related to Time Stamp Settings

Remove Blank Page
Default value for Remove Blank Page can be configured.

Remove Blank Page

OFF  w
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Version 2.1
Scan Settings

Default Scan settings can be configured here.

I Default Scan Settings

Scan Color Mode Auto Color Select b

[ Do not allow scan color mode change

Original Sides 1 Sided b

[0 Do not allow original settings change

Document Orientation Unreadable Direction  w*

[ Do net allow original orientation change

Scan Resolution W00dpi W

[ Do not allow scan resclution change

Document Size Auto h

[0 Do not allow ariginal size change

Manual Density 0 W

[0 Do not allow manual density change

Scan Method MNormal

O Do not allow scan method change

Preview On W

Note: Checking ‘Do not allow ...." will force the settings to all users on the Control Panel.
User will not be able to change the settings on Operation Panel
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Version 2.1
Multi Destination Scan

This workflow enables users to easily Scan and send scanned documents to a Folder on a
file server and as an Email attachment and as a fax through eFax service.

A typical use case for this workflow is displayed here:

This use case is related to the trucking industry, where Trucker fills out the log and scans the
document once, Document is then stored into a folder on the cloud, emailed to his
supervisor and faxed to a governing agency.

After the delivery completes,
Trucker Scan the log

o Trucker fills out the log

. Reod his profile
. Set folder destination
. Set facsimile #

4. Send email with superviscr s endail address
. Optional OCR for settings

(| — Facsimile --------ccccacccceeop

-8

Supervisor

Scan to folder u’
e —

Tom
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Workflow Specification

Version 2.1

Folder

Folder Browse and select

Email To

Optional

Subject

Optional
Email Subject

Body

Optional
Email body

Fax Number

Optional

Note: User need to have eFax service, configure
Gmail address which is used for Service Coordination
in next section in their ‘Send Email Addresses’ (See
Screen Shot below)

File Name

Optional (If entered, this value is used as filename)

If flename is left blank, filename is created using the
formula programed in User Site (Refer to section
‘Configuring default Values’)

Default Formula:

YEAR(NOW()) & "-" & MONTH(NOW()) & "-" & DAY(NOW()) & "-" &
HOUR(NOW()) & MINUTE(NOW()) & SECOND(NOW())

Example:
2018-12-21-091654.pdf

OCR

Off, PDF, PDFA, WORD, EXCEL
Default; Off

OCR Language

English, French, Spanish, Portuguese Brazilian

Remove Blank Page

OFF, ON
Default: OFF

Default values can be configured for the above settings and Scan settings.

Ghfax’

Account Overview efax® Number(s): | 14083519200

Please enter same Gmail address in your eFax account in ‘Send Email Addresses’
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Multi Destination Scan Configuration

Smart Integration User Configuration Site URL

https://na.accounts.ricoh.com/portal/login.html

Login to the above site using your credentials.

Admin Mode
OFF

o @
Tenant ID: 2172914435

Application

Application Settings ico_AppDM110.png
(General Users)
Device Enhancement Add-O _|

Click on 'Application settings’

Admin Mode

it Application Settings (General Users) orr TS

€T
|Appl'|cat'|on Settings (General Users)

I 1o confim or change the settings (parameters) of an app, click the icon of the app.

Application List
Home

External Service Connections - Advanced Scan to Multi Destination Scan GR Cover Sheet
Device Enhancement Add-On Folder
[
- I
&

User Select Login Settings ? e
SDCA Test Package O ﬁo o O

Smart Integration Connectors

QR Read and Route Local Folder Print
Local Folder -
Box eo\
DropBox
il Piaivin

Click on ‘Multi Destination Scan’. This will display a page where all necessary parameters
can be configured.
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Version 2.1
Application Settings

€-application Lit

Multi Destination Scan @

* Mlandatory fald
|5-er-.'iu:e Sattings

Service ]

Commoaon Settings

Dafault Screcn for

Folder Browsing e hd

Datault Layoun fod
Folder Browso

|I3E"e ult Parameter Settings

Fodder
nlal ] OFF b
O Hide in appdication
Fili Mamae © YEARMMOWT) &7 7 B MONTHINOWT) &7 7 & DESTMOW) & ™ 8 HOURTOWD) S MIMUTESOW,
OCR Language Erulis! b
O Hide in application
Remeve Blank Page oFF W
Email To
Email To

O Hide in appdication

Dictiorary Labsel

Dictionary Delimiters

Dictioanary b
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Selecting Default folder

Multi Destination Scan @
* Mandatory fald

|Ser-.'i-:e Sattings

Samice o ]

Common Settings

Dafault Soreen for
Foldar Browsing

Dwtault Layoun fod
Folder Brivesi

|DE"E ult Parameter Settings

Faddar

Enter desired default folder name in the edit box.

Note: There is no Folder browsing available from User Site to your file server. Enter the value
as needed. The default folder must already exist on your file server.

Setting up Default File Name & File Name Key Words

|Fi|e Mame

File Name

O Hide in application

Dictionary Label

Dictionary Delimiter

Import Dictionary
Dictionary ~
Value -
BO
Sales
-
1 ]

Dicticnary Column
Width

Enter Required Filename Default Value and also can setup dictionary of Keywords which
can be used in the filename. A delimiter/separator can also be configured, if multiple

keywords are used for naming the file. Check ‘Hide in application’ to hide the field in
Operation Panel.

Setting up File Name Formula

Note: If you want to create Filename based on Formula, do not enter ‘File Name’ above
also leave ‘File Name'’ field blank on Operation panel. User entered File Name has higher
priority than the File Name generated using Formula.
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Change Display Mame:

MetaData 5
File Mame Formula * _[Metadatal] & - B MONTH{NOW) 80 DAYTMOW) S YEARMNOW) & -7 8 HOUR[NOWI) 8 MINUTE[MNOW() 8t SECONDING m
Date Folder * Create i
OCR OFF Al

Default Formula:

YEAR(NOW()) & "-" & MONTH(NOW/()) & "-" & DAY (NOW()) & "-" & HOUR(NOW()) &
MINUTE(NOW/()) & SECOND(NOW())

Note: Refer to Appendix for Functions related to formula, samples and how to validate
formula before saving in User Site.

Note: Use the check button to check the Syntax of the File Name Formula.

Setting up Default Fax Number & Fax Address Book

|Fax Mumber

Fax Mumber

Hide in application

Dictionary Label

Dictionary Delimiter

mport Dictionary

Dictionary o~
Label Value
eFax 14063518200
eloldFax 18772411460
SDCA Office 14086102185 v
»
Dictionary Column
andard W

Width

Enter required default value for Fax Number and also, most frequently used numbers can
be entered in the dictionary. This will eliminate typing numbers on the MFP operation
panel. Check ‘Hide in application’ to hide the field in Operation Panel.
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Setting up Default Email Address & Email Address Book

IEn“a' To
Email To
Hide in application
Diictionary Label
Dictionary Delimiter

mport Dictionary

Dictionary o~
Value s
Jjay.nuggehalli@gmail.com

jay.nuggehalli@ricoh-usa.com

Dictionary Column
Width

Enter required default value for Email address and also, most frequently used Email
Addresses can be entered in the dictionary. This will eliminate typing email address on the
MFP operation panel. Check ‘Hide in application’ to hide the field in Operation Panel.

Setting up Default Email Subject

|Subject
Subject
Hide in application
Dictionary Label
Dictionary Delimiter

mport Dictionary

Dictionary .

Walue -

Dictionary Column
Width

Enter required default value for Email Subject, most frequently used Email Subject can be
entered in the dictionary. This will eliminate typing email subject on the MFP operation
panel. Check ‘Hide in application’ to hide the field in Operation Panel.
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Setting up Email body

IBDdy

Body

Hide in application

Dictionary Label

Dictionary Delimiter

mport Dictionary

Dictionary -~

Value -

Dictionary Column
Width

Enter required default value for Email Body, most frequently used Email Body can be
entered in the dictionary. This will eliminate typing email subject on the MFP operation
panel. Check ‘Hide in application’ to hide the field in Operation Panel.

OCR

Default value for OCR can be configured.

OCR QFF b

Hide in application

OCR Language

Default value for OCR Language can be configured.

LW LY L=l -

OCR Language * English

Remove Blank Page
Default value for Remove Blank Page can be configured.

Remave Blank Page QFF W
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Scan Settings

Default Scan settings can be configured here.

|Defau|t Scan Settings

Scan Color Mode Auto Color Select v
Original Sides 1 Sided b
Document Orientation Readable Direction w
Scan Resolution 0 dpi W
Document Size Auto hd
Manual Density 0w
Scan Method Mormal W
Preview on W
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QR Cover Sheet

QR Coversheet

User Scans document with a Cover Sheet which has QR Code, which contains predefined
data format. Scanned documents are uploaded to a file server.

A typical use case for this workflow is displayed here:

This use case is related to retail and warehouse, where delivery person passes the
documents to dock manager, dock manager signs the documents, then operator prints a
Coversheet with QR Code which contains Document Type, identifier 1 and optional
identifier 2, identifier3, identifier4, identifiers. Then the operator scans documents with the
printed coversheet.

Scan workflow uploads the document to a file server, into the nested folder, based on
Document Type, identifier1 through identifier 5 which are in the QR Code.

Folder creation can be turned off and use the metadata in the QR Code for only naming
the file.

Line worker Type/Select to Scan documents Data Entry
Fill out the form 0 append meta 9 with cover sheet @ Tean get o e
With Handwriting & data ~Print cover docurmeart |

need fast 1)

& Customer Sheet

. Tyre
5 Meta Data

o P O D B

Coud Shorage

af yaur chaics

Filing | Archifee]

eakarTesllag

= A gl of document
™ s Pedro AD-553060_ HIA-07-08 pd
w Rico AB-SA0061 20H0-07-00 pdl
= B G S G| .. = Ecwands AC-599062_2020-07-09.pof
SF Codg deforany ronangd In Warkmiace b ,r:’r HE 1T e Joge AE-GAS063 J000-07-00 gl 1o I
= Doc iypae containg dietionory undemadth }' }; f ,.'\ L B | ].d._—..-: = Mew AF-SAO064 2020-07-104 5 mrzr value .
= Duata: Colenaor DUl oW Salection [y | rsktent paper frai
*  LacerTesilog—3 Openotor [£] Sp=rghor ., = Jorge_ALSA3065_M20-07- 10 ot dota antry
. FT:‘HF“‘C:R‘*“’“ ection - OR - Mo lost papenuork
= FOLDER Structure seguencer
Sample Data
Doc Type Diate Imspecior Clowd Fublic DEL Siofus Dobe Siom

LeakerTestLog:Date:Inspector: Lot -Destination: Ho Error: 2020-07-08
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Workflow Specification

Folder Folder Browse and select root folder

OCR Off, PDF, PDFA, WORD, EXCEL
Default: Off

OCR Language English, French Spanish, Portuguese Brazilian

Document Location Scanned document is stored into a folder indicated
in QR Code under the root folder selected.

File Name File Name is created using the Formula entered in the
user Site.

Default File Name Formula:
_[identifier1] & "-" & _[identifier2] & "-" & _[identifier3] &
"' & _[identifierd] & "-" & _[identifier5] & "-" & _[date]

DocumentType,identifierl, identifier2, indetifier3,
identifier4, identifier5, date is from QR Code.

Default values can be configured for Root Folder, OCR, File Name Formula and Scan
settings.

Following Nested Folder Structure is created based on the QR Code Data. Folder creation
can also be turned off.

Folder (Root Folder Selected by Browsing folder)
Document Type [From QR Code]
Identifier! [From QR Code]
Identfier2 [From QR Code]
Identifier3 [From QR Code]
Identifier4 [From QR Code]
Identifier5 [From QR Code]
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QR Cover Sheet Configuration

Smart Integration User Configuration Site URL

https://na.accounts.ricoh.com/portal/login.html

Login to the above site using your credentials.

Admin Mode
OFF

o @
Tenant ID: 2172914435

Application

. HEl'-
=

Application Settings ico_AppDM110.png
(General Users)
Device Enhancement Add-O _|

Click on 'Application settings’

Admin Mode

iif Application Settings (General Users) o) @

&Top
| Application Settings (General Users)

_ To confirm or change the settings (parameters) of an app, click the icon of the app.

Application List
Home

Extemnal Service Connections - Advanced Scan to Multi Destination Scan QR Cover Sheet
Device Enhancement Add-On Folder
[
- I
it

User Select Login Settings ? e
SDCA Test Package O ﬁo i O

Smart Integration Connectors

QR Read and Route Local Folder Print
Local Folder o
Box eo
DropBox
il Piaivin

Click on ‘QR Cover Sheet'. This will display a page where all necessary parameters can be
configured.
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Admin Mode

Application Settings (General Users)

(—Applica:ion List
QR Cover Sheet

* Mandatory field

|Ser\.rice Settings

Service SMEB

Common Settings

Default Screen for

ist Scre hd
Folder Browsing Lt Sereen

Default Layout for

Folder Browse 2 Rows v

Default Parameter Settings

File Mame Formula * lidentifier1] & °-" & _[identifier2] & "-7 & _[identifiers] & " & _[identifierd] & "-" & _[identifiers] & -7 & _[date] m
Folder
OCR FF w
OCR Language English A
Create Sub Folder * Yes W

Default Scan Settings

Scan Color Mode Auto Color Select A
Criginal Sides 1 Sided w
Document Orientation Readable Direction hd
Scan Resolution 0dpi W
Document Size Auto b
Manual Density I oW
Scan Method Mormal W
Preview On »
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Selecting Default folder

| Default Parameter Settings

File Mame Formula * _lidentifier1] & "-" & _[identifier2] & -~ & _[identifier3] & °-" & _[identifierd] & "-" & _[identifiers] & -~ & _[date] m
Folder
OCR OFF w
OCR Language English v
Create 5ub Folder * Yes W

Enter desired default folder name in the edit box.

Note: There is no Folder browsing available from User Site to your file server. Enter the value
as needed. The default folder must already exist on your file server.

Create Sub Folder

| Default Parameter Settings

File Mame Formula * _[identifier!] & "-" & _[identifier?] & "-" & _[identifier3] & °-" & _[identifierd] 8 "-" & _[identifiers] & "-" & [date] m
Folder
OCR FF v
OCR Language English bl
Create Sub Folder * Yes W

Creating Nested Folders based on QR Code can be turned off by setting ‘No’ for ‘Create
Sub Folder.

File Name Formula

| Default Parameter Settings

File Mame Formula * _[identifier1] & - & _[identifier?] & "-" & _[identifier3] & ~-" & _[identifierd] & "-* & _[identifiers] & -~ & _[date]
Folder
OCR OFF w
OCR Language English bl
Create Sub Folder * Yes W
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Default Formula:

_[identifier1] & "-" & _[identifier2] & "-" & _[identifier3] & "-" & _[identifier4] & "-" &
_[identifier5] & "-" & _[date]

Note: Refer to Appendix for Functions related to formula, samples and how to validate
formula before saving in User Site.

Note: Use the check button to check the Syntax of the File Name Formula.
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OCR

Default value for OCR can be configured.

OCR QOFF W
OCR Language
Default value for OCR Language can be configured.
OCR Language * English  w

Scan Settings

Default Scan settings can be configured here

|Defau|t Scan Settings

Scan Color Mode Auto Color Select b
Criginal Sides 1 Sided L
Document Orientation Readable Direction hd
Scan Resolution 300 dpi W
Document Size Auto v
Manual Density 3 W
Scan Method Mormal w
Preview on W

Note: By Default, Manual Density is set to ‘3’. This is essential for successful
recognition of QR Code
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QR Read and Route
A typical use case for this workflow is displayed here:

This use case is related to manufacturing, Manager creates a Work Order, which also has
a QR Code or Datamatrix Code. QR Code/Datamatrix code has Work Order number and
Employee number. Employee then prints this workorder, after completing the workorder,
he or she completes filling the work order. Then Employee scans the document using
Smart QR Code Scan and Route application

Workflow uploads the document to file server into the folder named Employee number.
Also, filename is set as Workorder#_completed.

Manufacturing

oA manager creates
work order PDF to cloud

wﬁ“_ e File name: wo#_assigned @ A tECh print &l work order
0763‘ . > and complete the work
" Tech A folder (Employee#)

“w =

1 Tech B folder (Employee#) K

—- cc Tech -

‘.{ A" Scan back the report
to cloud

-Work order#
-Employee#

.

\ﬂ[

-Work order#
-Employee#

Note: Document with QR Code is generated by Customer’s line of business
application. Also make sure the data in QR Code matches the QR Code data format
mentioned in the next page.
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Folder Folder Browse and select root folder

Bar Code Type QR Code
Datamatrix

Bar Code Data Format Employee Number:Work Order Number
Example:
12345:72828

Note: ‘" is used as separator in Barcode data

OCR

Off, PDF, PDFA, WORD, EXCEL
Default: Off

OCR Language

English, French Spanish, Portuguese Brazilian

File Name

File Name is created using the Formula entered in
the user Site.

Defavult File Name Formula:
_[workorder_number] & " _completed"

Workorder_number is from QR Code.

Default values can be configured for Folder, Bar Code Type, OCR, File Name Formula and

Scan Seftings
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QR Read and Route Configuration

Smart Integration User Configuration Site URL

https://na.accounts.ricoh.com/portal/login.html

Login to the above site using your credentials.

Admin Mode
OFF

o @
Tenant ID: 2172914435

Application

. HEl'-
=

Application Settings ico_AppDM110.png
(General Users)
Device Enhancement Add-O _|

Click on 'Application settings’

Admin Mode

iif Application Settings (General Users) orr TS

€T
|Appl'|cat'|on Settings (General Users)

I o confim or change the settings (parameters) of an app, click the icon of the app.

Application List
Home

External Service Connections - Advanced Scan to Multi Destination Scan OR Cover Shest
Device Enhancement Add-On Folder
[
- ‘
&

User Select Login Settings ? e
SDCA Test Package O ﬁo i O

Smart Integration Connectors

QR Read and Route Local Folder Print
Local Folder -
Box eo
DropBox
il Piaivin

Click on ‘QR Read and Route’. This will display a page where all necessary parameters
can be configured.
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(—.ﬁr.phr.".n:-'u List
(R Read and Route

* Mlanckitony fhald
|Ser-.'i-:e Sarttings

Sarvice EME

Commoaon Settings

Default Soreen for
Foldar Browsing

Dufault Layoun fod
Foddar Br oS

|EE"E ult Parameter Settings

Fadicket
EarCode Type OR Code b
OCR OFF o
Fike Mamee Formuda © UL [wokeonder_rimber] B ~_complatad

OCR Language English

Drefault Scan Settings

Zcam Color Mode Autn Color Sekct W
Original Sides 1 Sided W
Document Orientation Ao dable Ciracs il
Scan Resclution =00 d w
Document Size W

Marual Density a W

Settings available for Smart QR Read and Route

Bar Code Type

BarCode Type OR Code w

Bar Code Types supported: QR Code and Datamatrix

Selecting Default Root Folders

I Default Parameter Settings

Folder
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Enter desired default folder name in the edit box.

Note: There is no Folder browsing available from User Site to your file server. Enter the value
as needed. The default folder must already exist on your file server.

File Name Formula

File Mame Formula * _[workorder_number] & "_completed” m

Default Formula:
_[workorder_number] & “completed”

Note: Refer to Appendix for Functions related to formula, samples and how to validate
formula before saving in User Site.

Note: Click on ‘Check’ button to verify the syntax of the File Name Formula
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OCR

Default value for OCR can be configured.

OCR OFF W
OCR Language
Default value for OCR Language can be configured.
OCR Language * English

Scan Settings

Default Scan settings can be configured here.

|Defau|t Scan Settings

Scan Color Mode Auto Color Sefect A
Criginal Sides 1 Sided w
Document QOrientation Readable Direction v
Scan Resolution 0 dpi W
Document Size Auto hd
Manual Density 3w
Scan Method Mormal w
Preview on W

Note: For a better QR Code/Datamatrix recognition, set the Manual Density to 3
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Local Folder Print

This workflow enables users to easily select documents stored on Local Folder on a file
server, from Multi- Function Device Operation panel and print them. Users can also select
Job finishing options from Operation panel like, Duplex, Color, Staple etc.

Workflow Specification
e  Maximum file size for Print from Cloud applications is 40MB.
e Print from Cloud applications support these file types: pdf, doc, docx, xls, xlsx, ppt,
pptx, jpeg. jpg. png, gif, htm, html, tif, fiff, joeg
e *1ixtfiles are not supported
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Local Folder Print Configuration

Smart Integration User Configuration Site URL

https://na.accounts.ricoh.com/portal/login.html

Login to the above site using your credentials.

Admin Mode
OFF

o @
Tenant ID: 2172914435

Application

Application Settings ico_AppDM110.png
(General Users)
Device Enhancement Add-O _|

Click on 'Application settings’

Admin Mode

it Application Settings (General Users) orr TS

€T
|Appl'|cat'|on Settings (General Users)

I 1o confim or change the settings (parameters) of an app, click the icon of the app.

Application List
Home

External Service Connections - Advanced Scan to Multi Destination Scan GR Cover Sheet
Device Enhancement Add-On Folder
[
- I
&

User Select Login Settings ? e
SDCA Test Package O ﬁo o O

Smart Integration Connectors

QR Read and Route Local Folder Print
Local Folder -
Box eo\
DropBox
il Piaivin

Click on ‘Local Folder Print'. This will display a page where all necessary parameters can
be configured.
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{-\-'l..'-nl cation List
Local Falder Print
Mandatong fisld

|Servi:e Settings

Servae

Common Settings

Diedauh Scrisem for
Fobder Browsing

Dy Layout for
Foldor Excawes

|L"efaul1 Parameter Settings

Base Folder

Default Print Sattings

Caphes
Priea Codor Miode Elack & Whita
Shdes g - W

N-Up Crit w

Settings available for Local Folder Print

Cancel ﬂ
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Base Folder

| Default Parameter Settings

Base Folder

You can set the default base folder.

Print Settings

Default Print settings can be configured here.

|Defau|t Print Settings

Copies 1
Print Color Mode Black & White ™
Sides 1 Sided e
N-Up Off hd
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This workflow enables users to Scan stack of document and split them into multiple files
based on user settings on the operation panel. File split are uploaded to the Local Folder.
File is named based on File Name formula configured by default; however, user can enter
the filename of their choice. Split files are named as follows.

xyz, xyz(1), xyz(2), xyz(n-1), where ‘xyz' is value generated by File Name Formula or file

name set by user on operation panel.

Workflow Specification

Folder

Root folder selection

Sub Folder

Sub Folder
Optional Field, if the Sub Folder does not
exist it will be created.

Division Method

e Each Pages
e Specified Pages
e Pages Equally

Start Page Index

Note: This is used when ‘Division
Method’ is selected as ‘Specified
Pages’

Available when ‘Specified Pages’ are
selected, comma separated page
numbers to set division based on
specified pages

Divide By
Note: This is used when ‘Division
Method' is selected as ‘Pages

Number of Pages to be divided equally.
Example: 2
Document is divided by every two

Equally’ pages
OCR Off, PDF, PDFA, WORD, EXCEL
Default: Off
File Name Optional (If entered, this value is used as

flename)

If flename is left blank, filename is
created using the formula programed in
User Site (Refer to section ‘Configuring
default Values')

Default Formula:

MONTH(NOW()) & DAY(NOW()) & YEAR(NOW()) & "-" &
HOUR(NOW()) & MINUTE(NOW()) & SECOND(NOW())

Example:
6212021-16561
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File Splitter Configuration

Smart Integration User Configuration Site URL

https://na.accounts.ricoh.com/portal/login.html

Login to above site using your credentials.

Admin Mode __
oFf @

gy admin
@ Tmanin: 27stasss

Application

Application Settings
(General Users)
Device Enhancement Add-O _|

ico_ AppDM110.png

Click on ‘Application settings’

Application Settings (Administrators)

&Top
|App|icat|on Settings (Administrators)

I Do and diop an app to change its order within the same Home.

Click § to enable the change operation.

Home Add an Application

Screen Auto Reset -

Application Management

i SDCA Test Package Advanced Scan to Muli Destination Scan QR Cover Sheet
’ Folder
Workflow Job Transaction (all ay D
within tenant) ! Device Enhancement Add... ) #O @01
¢ Legal Add-On . .
QR Read and Route Print OR Cover Sheet Local Folder Print

i Healthcare Add-On

i Smart Integration Essenti...

[
f =
i Smart Integration Conne...

File Splitter-SMB

i Local Folder
i Box |

i DropBox

Click on ‘File Splitter-SMB'. This will display a page where all necessary parameters can be
configured.
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#=application Management

File Splitter-SMB

* Mandatory field

|Commnn Settings
Default Screen for

Folder Browsing

Defauit Layout for
Folder Browse

List Screen b

2Rows

Default Parameter Settings

Folder

Sub Folder

Division Method
Divide By

OCR

OCR Language

File Name Formula *

Start Page Index

Start Page Index
Dictionary Label

Dictionary Delimiter

[ Hide in application
Each Pages v
H
OFF v
English v

MONTH{NOW()) & DAY[NOWY)) & YEAR(NOW()) & "-" & HOUR(NOW()) & MINUTE[NOW(]) & SECOND(NOW()

import Dictionary

Dictionary ~

Label Value

Settings available for File Splitter-SMB
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Setting Default Root folder

(—Applicati on Management

File Splitter-SMB (cencer) €D

* Mandatory field

|Comm0n Settings

Default Screen for

Folder Browsing Lt Seren h
Default Layout for > Rowe
Folder Browse crows v

Default Parameter Settings

Folder

Sub» Folder

[[] Hide in application

Enter the desired default folder, make sure the path entered exists on the file server.
Sub Folder

Sub Folder

O Hide in application

Users can enter a Sub Folder name, if the folder does not exist, it will be created under the
root folder selected above. These settings can be hidden in operation panel, by checking
‘Hide in application’

Start Page Index

I‘Start Page Index

Start Page Index
Dictionary Label

Dictionary Delimiter

Import Dictionary

Dictionary o~
Label Value —
Every 2 2,57.9,11,13,15,17,18.21,23,25,27,20
Every 3 4,710,131619.22.25.27.20,22,36,20,
Every 5 6,11,16.21,26,31.26,41,46.51,56,61,6¢
Everv 10 11.21.31.41.51.61.71.61.891.101 v
L | [
Dictionary Column _
o Standard W

Width
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Dictionary can be setup to easily select values for ‘Specified Pages’ selection of File Split
parameters.

Divide By
Division Method | Pages Equally W
Divide By 2

When Division Method is set to ‘Page Equally’ depending on the value in ‘Divide By’
document gefts split.

Example: Divide By = 2
Document is split every two pages.

OCR
Default value for OCR can be configured.

Setting up Default File Name & File Name Key Words

IFiIe Name

File Mame
Dictionary Labe

Dictionary Delimiter

Import Dictionary

Dictionary ~

Valus
TimeCard
Inwoice
PO

Dictionary Column

Crandard W
Width S

Enter Required Filename Default Value and also can setup dictionary of Keywords which
can be used in the filename. A delimiter/separator can also be configured, if multiple
keywords are used for naming the file.
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Setting up File Name Formula

Note: If you want to create Filename based on Formula, do not enter ‘File Name’ above
also leave ‘File Name'’ field blank on Operation panel. User entered File Name has higher
priority than the File Name generated using Formula.

MONTHINOW() & DAYINOW) & YEARIMOW) & °-" & HOUR(MNCW() & MINUTE{NOW()) 8 SECOND{NOW m
File Mame Formula *

Default Formula:

MONTH(NOW()) & DAY(NOW()) & YEAR(NOW()) & "" & HOUR(NOW()) & MINUTE(NOW()) &
SECOND(NOW())

Use the ‘Check’ button to verify Syntax of the formula.

Note: Refer to Appendix for Functions related to formula, samples and how to validate
formula before saving in User Site.

Scan Settings
Default Scan settings can be configured here.

I Default Scan Settings

Scan Color Mode Auto Color Select b
QOriginal Sides 1 Sided i
Document Orientation Readable Direction b
Scan Resolution 00 dpi W
Document Size Auto hd
Manual Density .
Scan Method Mormal W
Preview On W

RICOH USA INC




Version 2.1

6 Operation of Local Folder Workflow Application

Smart Integration MFP BrowserNX URL

https://www.na.smart-integration.ricoh.com/si-apps/pub/index.html

Ricoh Smart Integration Initial Login

Above URL is available as Bookmark ICON on MFP. Very first time, administrator need to
login to the site either using Tenant ID, User ID and Password or Email address and
password.

Option 1: Login with Tenant ID

& Login to RICOH Smart Integration

Login with Tenant ID

Tenant ID

User ID

Password

Option 2: Login with Email Address

< Login to RICOH Smart Integration

Login with Email Address

Email Address  User @gmail.com

Password

After administrator login subscribed application will be displayed
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G, Denyadmin's operation, tp here | logout | € |
= Local Folder Jayasimha Nuggehalli ~ Admin Menu
S
Advanced Scan to Folder Shared Advanced Scan to Folder Multi Destination Scan

%@/ '?O@ ;%e

QR Cover Sheet QR Read and Route Print QR Cover Sheet

Local Folder Print

Check Status im €

Above screen shows workflow applications related to Local Folder. Touch on application
you want to use. This will ask user to login with their credentials.
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Advanced Scan to Folder
After successful user login ‘Advanced Scan folder’ Application Screen is displayed

Following Settings are available:

A. Folder

Note: Nested folders based on Metadata 1 — Metadata 5 are created under the
folder selected by user. User can also change default root folder in the User Site
Date

Metadata 1 — Metadata 5

(Metadata 1 - 5 are optional)

Note: Labels ‘Metadata 1 — Metadata 5' can be changed in User Site depending
on Customer’s document management requirements

OCR [Off, PDF, PDFA, WORD, EXCEL]

OCR Language [English, French, Spanish, Porfuguese Brazilian]

TimeStamp

. Remove Blank Page

Ow

QMmO

5, Deny admin's operation, tap here

¢ Advanced Scan to Folder ~ Jayasimha Nuggehalli Logout Job log

# Mandatory field. Auta Color ’;
Fold * (U d fold - e

older (Unnamed folder) Readable Di.. «R|
300 dpi

Date 06/25/2019 Scan Settings
MetaData 1
MetaData 2 e

Check Status

\_l?z Deny admin.'s operation, tan here

< Advanced Scan to FolderJayasimha Nuggehalli Logout Job log e
File Name Auto Color...
1Sided L
0CR* N Readable Di... <R]
300 dei
OCR % OFF Scan Settings

OCR Language * English

Time Stamp* v @

Check Status A2

08:28AM
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Advanced Scan to Folder Shared
After successful user login ‘Advanced Scan folder Shared’ Application Screen is displayed

Following Settings are available:

A.

O®

QMmO

Folder

Note: Nested folders based on Metadata 1 — Metadata 5 are created under the
folder selected by user. User can also change default root folder in the User Site
Date

Metadata 1 — Metadata 5

(Metadata 1 - 5 are optional)

Note: Labels ‘Metadata 1 — Metadata 5' can be changed in User Site depending
on Customer’s document management requirements

OCR [Off, PDF, PDFA, WORD, EXCEL]

OCR Language [English, French, Spanish, Porfuguese Brazilian]

TimeStamp

. Remove Blank Page

(G, Adminis operating remotely | Logout
< Advanced Scan to Folder Shared Jayasimha Nuggehalli Job log e
+ Mandatory field. Auto Color...
1Sided 0h
Folder * Unreadable... <e]
300 dpi
Date 06/15/2023
MetaData 1
File Name

() R¥
Check Status 52>

(2 &oodsecinee ) o EELEES

< Advanced Scan to Folder Shared Jayasimha Nuggehalli  joblos =
MetaData 1 Auto Color. )
15ided L
File Name ggfﬂ:fb'e'" ]
OCR* ~
OCR % OFF

OCR Language * English

Check Status 525
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Time Stamp

|G, Admin. is operating remotely

< Advanced Scan to Folder Shared

Time Stamp+*

Jayasimha Nuggehalli

Time Stamp % OFF

\r{ertlcal Positio *Top

Horizontal Posit

ion * Left

Smo Target P % Al Pages
Check Status | nls20

Logout
Job log =
— Dl
Auto Color ... #
1Sided L

Unreadable... <e|
300 dpi

Version 2.1
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Multi Destination Scan

After successful user login ‘Multi Destination Scan’ Application Screen is displayed

Following Settings are available:

A. Folder
B. Email To (Optional)
C. Subject (Optional)
D. Body (Optional)
E. Fax Number (Optional)
F. File Name (optional)
G. OCR [Off, PDF, PDFA,WORD,EXCEL]
H. OCR Language [English, French, Spanish, Portuguese Brazilian]
& Multi Destination Scan Jay Nuggehalli Logout Job log
* Mandatory field. Auto Colo... V;
Folder * Al Files ISied =L
Readable ... R
300 dpi
Email To

Scan Settings

Subject

Body

(G5, Admin. is operating remotely

<« Multi Destination Scan SMB svlact Job log
AutoColor... #
. 1 Sided [H
File Name Readable Di... <R
300 dpi
OCR * OFF Scan Settings

OCR Language % English

Remove Blank Page ¥ OFF

Check Status 20220
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QR Cover Sheet

After successful user login ‘QR Cover Sheet’ Application Screen is displayed
Following Settings are available:

A. Folder [Rooft Folder for Scanned Documents, a sub folder under the root folder is
created based on the data in QR Code]

B. OCR [Off, PDF, PDFA,WORD,EXCEL]

C. OCR Language [English, French, Spanish, Portuguese Brazilian]

< QR Cover Sheet Jay Nuggehalli Logout Job log
# Mandatory field. Auto Color ... l';
1 Sided
Folder * iae . L]
Readable Di... «R|
300 dpi
OCR ¥ OFF

OCR Language * English

Check Status ) = ) Stop
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QR Read & Route

After successful user login ‘QR Read and Route’ Application Screen is displayed

Following Settings are available:

A. Folder [Rooft Folder for Scanned Documents, a sub folder under the root folder is
created based on the data in QR Code]

B. Barcode Type: QR Code, Datamatrix
C. OCR [Off, PDF, PDFA,WORD,EXCEL]
D

. OCR Language [English, French, Spanish, Portuguese Brazilian]

¢ QR Read and Route Jay Nuggehalli Logout Job log
+ Mandatory field. .~ Auto Color... !';
1 Sided
Folder * . 4
Readable Di... «R|
300 dpi

BarCode Type * QR Code

OCR * OFF

OCR Language * English
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Local Folder Print

After successful user login ‘Local Folder Print’ Application Screen is displayed
Following Settings are available:

A. File: Browse and Select file to print

& Local Folder Print Jayasimha Nuggehalli Logout Job log
+ Mandatory field. Copies: 1
File M Bla.ck &Whi.. g
1 Sided %
Off
Auto Tray Select
Check Status = £ = @ Stop
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File Splitter-SMB

After successful user login ‘File Splitter-SMB’ Application Screen is displayed
Following Settings are available:

Folder

Sub folder

Division Method

Start Page Index

Divide By

OCR [Off, PDF, PDFA, WORD, EXCEL]
. OCR Language [English, French]
File Name

TomTmoO® >

[z, Denyadmin’s operation, tap here |

<« File Splitter-SMB Jayasimha Nuggehalli Logout Job log =
 Mandatory field. IR
1sided L]
Folder * (Unnamed folder) Readable Di.. <R|
300 dpi
Sub Folder Scan Settings

Division Method % Each Pages

Start Page Index 1, @

Check Status 41222

= ) ¢
< File Splitter-SMB Jayasimha Nuggehalli Logout Job log e
Auto Color... @
. 1 Sided [H
Divide By 2 o Readable Di... <R]
300 dpi
OCR * OFF Scan Settings

OCR Language * English

File Name @

Check Status 11222
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Folder
G2, Admin. is operating remotely
< File Splitter-SMB Jayasimha Nuggehalli Logout Job log e
* Mandatory field. Auto Color...
1Sided L)
¥
Folder (Unnamed folder) Readable DL, <)
300 dpi
Sub Folder Scan Settings

Division Method ~ #* Each Pages

Start Page Index  * 1,

Check Status %822 <

Touch on Folder to browse and select desired folder.

|z, Deny admin’s operation, tap here |

Folder Cancel “

(Unnamed folder) Eola
< IO - el
Pnguyen_GSE tchu
Test

Check Status 11822
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Sub Folder

G2, Admin. is operating remotely

Version 2.1

< File Splitter-SMB Jayasimha Nuggehalli Logout

Job log =)
-

+ Mandatory field.
Folder * Test

Sub Folder

Division Method ~ * Each Pages

Start Page Index  * 1,

Check Status %222 <

Auto Color...
1 Sided L
Readable Di... <R]
300 dpi

Scan Settings

Touch Sub Folder to enter sub folder name, if the folder does not exist it will be created.

Division Method

G, Admin. is operating remotely |

¢ File Splitter-SMB Jayasimha Nuggehalli Logout

Job log =
-

+ Mandatory field.

Folder ¥ Test

Sub Folder

Division Method ¥ Each Pages

Start Page Index  * 1,

Check Status  MB22 <

Auto Color...
1Sided L)
Readable Di... <R]
300 dpi

Scan Settings

Touch on Division Method to select '‘Division Method’.

|
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() Specified Pages

() Pages Equally

Cancel

Version 2.1

Note: When ‘Each Pages’ Selected, values entered in ‘Start Index’ and ‘Divide By’ are not used. Document is

split at each page.
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Start Page Index

%, Admin.is operating remotely |

< File Splitter-SMB Jayasimha Nuggehalli Logout Job log

-

Auto Color...
1 Sided L

Sub Folder Readable Di.. <R]
300 dpi
Division Method ~ * Specified Pages Scan Settings

Start Page Index % 1,

Divide By 2 (%]

-
Jul. 18 2022
10 47PM

Check Status

Specification Details

Specifies the start page to split. (Valid only when the division method is Specified Pages) If
you specify a positive integer of half-width numbers, a value larger than the PDF of the
valid input only with a comma (,), or 0, it is ignored.

Duplicate values are ignored, and the entered values are sorted internally in ascending
order for processing. If there is an empty string between commas, it is ignored. If only
commas or 0 are specified, the same processing as when the default value is set is
performed.

Default value: 1,

Example: If you enter an 8-page PDF and specify "0,3,7,10", 0 and 10 will be ignored and
the PDF will be divided into 1-2 pages, 3-6 pages, and 7-8 pages. Is output.

Note: When ‘Division Method' is ‘Specified Pages’ ‘Divide By’ value is not used
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Touching on ‘Start Page Index’ will open the following screen, where user can enter page
numbers to be split or use pre-programmed values in dictionary.

Start Page Index Cancel “
1, (%
Dhctionary
Every 2 Every 3
Every 5 Every 10
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Divide By
When Division Method is set to ‘Page Equally’ depending on the value in ‘Divide By’
document gefts split.

Example: Divide By = 2

Document is split every two pages.

G2, Deny admin’s operation, tap here A

&« File Splitter-SMB Jayasimha Nuggehalli Logout Job log =
Auto Color...
1 Sided [
Sub Folder Readable Di... <R|
300 dpi
Division Method % Pages Equally Scan Settings

Start Page Index  * 1,

Divide By 2 (X ]

Check Status M%7 <

Note: When ‘Division Method' is ‘Pages Equally’, ‘Start Pages Index’ setting is not used.
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OCR
3, Deny admin’s operation, tan here |
< FileSplitter-SMB ~ Jayasimha Nuggehalli ~ togout Joblog =

Start Page Index % 1, Auto Color ... 7
1 Sided
. Readable Di... <R]

Divide By 2 & 300 doi
Scan Settings

OCR * OFF

OCR Language * Enalish

File Name

Check Status 1822

Touch on OCR to select available options.

OCR Cancel

@® oFF

(O PDF

() PDFA

() WORD

() EXCEL
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OCR Language
\G, Denyadmin’s operation, tap here |
& File Splitter-SMB Jayasimha Nuggehalli Logout Job log =

Start Page Index  * 1, Auto Color... 7
1Sided
- Readable Di... <R|

Divide By 2 & 300 doi
Scan Settings

OCR *| OFF

OCR Language ¥ Enalish

File Name

Check Status 3 5a <

Touch on OCR Language to Select available options.

E
OCR Language Cancel “
@® English
O French
(© Spanish

() Portuguese Brazilian

Check Status o420
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File Name
If flename field is empty below filename formula is used to create filename, otherwise user
entered filename is created.

Touch on File Name field to enter filename or select from configured dictionary.

5, Admin. is operating remotely |

< File Splitter-SMB Jayasimha Nuggehalli Logout Job log

-

Auto Color... 7

. 1Sided L

Divide By 2 o Readable Di.. <R
300 dpi

OCR * OFF Scan Settings

OCR Language ¥ English

File Name

Check Status 105
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Scan Settings
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Touch on ‘Scan Settings’ in workflow application screen to display Scan Settings Screen

& Scan Settings

Scan Color Mode
)

(e

-

Auto Color Select

Original Sides

L

1 Sided

Document Orientation

4R]

Readable Direction

Scan Resolution

300 dpi

Document Size

Auto

Manual Density

0

. +

Scan Method

Normal

‘g Preview

Checking ‘Preview’ will enable Scan document Preview on MFP Operation Panel.
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Scan Settings

Available Options

Scan Color mode

¢ Scan Color Mode

7 Preview
@ Auto Color Select O B&W (Binary) Text
©) BW (Binary) TextPhote () ist‘w (Binary) TextLine
;
() B&W (Binary) Photo O Gray Scale
() Full Color Text/Photo () Full Color Phato
OrIgIﬂCﬂ Sides € Scan Settings
Scan Color Mode . Document Orientation W Preview
. 1 Sided
T 4R]
- 2 Sided (Open to |
Auto Color Select Right/Left) @‘ Readable Direction
Scan Resolution %g)dea (Open to 5 Manual Density
300 dpi _
Spread Ell 0
- +
Scan Method
Normal
Document Orientation < Document Orientation
©0— -— .
— 5 W Preview
| &«
<R |« A
:. i | i v
(®) Readable Direction (—E
O Unreadable Direction (—@
Scan Resolution € Scan Resolution
7 Preview
() 100 dpi () 200 dpi
(® 300 dpi () 400 dpi
() 600 dpi
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Document size

< Document Size

@ Auto O Mixed ¥ e
(O A3 (Horizontal) O Jis B4 (Horizontal)
O A4 (O A4 (Horizontal)
(O JisBs () Jis B5 (Horizontal)
Ons () A5 (Horizontal)
i Document Size

O As (O) A5 (Horizontal) V' Preview
() 11 x 17 (Horizontal) () Legal (Horizontal)
() 8 1/2 x 13 (Horizontal) O Letter
() Letter (Horizontal) () Invoice (Half Letter Size)
O Invoice (Horizontal)

Manual Density Range -3 to +3

Scan Method & Scan Settings
Scan Kesoluton Uocument size wmanual Liensity o P

300 dpi

Auto 3

Normal

Batch
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Print Settings
< Local Folder Print Jayasimha Nuggehalli Logout Job log
+ Mandatory field. Copies: 1
File M Bla-ck &Whi.. g
1 Sided %
Off n
Auto Tray Select
Check Status = A = @ Stop

Touch on ‘Print Settings’ to display Print Settings Screen

& Print Settings

Print Color Mode Copies Sides
(]
1
..... 1 .A
Black & White + 1 Sided
Input Tray Collate/ Stacking N-Up
1 ®
Auto Tray Select N,
W 2
Collate Off
Paper Size Staple Punch
Auto
Off Off
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Print Color Mode & Print Settings
Black & White $ Copies Sides
1 &g
Ficor @ + 1 Sited
Input Tray Collats/ Stacking N-Up
L
Auto Tray Select S .
L >
Collate Off
Paper Size Staple Punch
Auto
of oft

Copies Range 1-999

& Print Settings

Print Color Mode Copies Sides
oo 999 h

Full Color - 1 Sided
Input Tray Collate/ Stacking N-Up

Auto Tray Select

Callate o
Paper Size Staple Punch
Auto
off off
Sides & Sides
@® 1 sided (O Open to Right/Left
(© Open to Top (0 Bind (Open to Left)
() Bind (Open to Right)
InpUT TI’Cly & Input Tray
(@ Auto Tray Select O Tray 1
O Tray2 O Tray3
O Tray 4 O Large Capacity Tray
() Bypass Tray

Collate/Stacking

103 | RICOH USA INC




Version 2.1

< Print Settings

(L] e
Full Calor -+ 1 Sided
L
Input Tray Rotating Collate ‘ N-Up
A2
Auto Tray Select .
Shift Collate N i
3 ot
Paper Size ’ @ Punch
Collate ;
Auto
off
off
N-Up & NUp
@® off () 2 Pages
() 4 Pages () 6 Pages
() 8 Pages () 9 Pages
O 16 Pages
Paper Size < PaperSize
@® Auto O as
O A5 O JsBs
O Double postcard (Japan) O SRA4
(© Custom O Letter
(O Executive O cs
< Paper Size

Envelope (Youchou 3
(Youkei 0))

(O A3 (Horizontal)

O Envelope (Youkei 4)

(O A4 (Horizontal)

() A5 (Horizontal)

(O A6 (Horizontal)

(O JIS B4 (Horizontal)

() JIS B6 (Horizontal)

& Paper Size

Postcard (Japan)
O (Horizontal)

() SRA4 (Horizontal)
() Legal (Horizontal)
() Invoice (Horizontal)

(O €6 (Horizontal)

P ——

(© JIs BS (Horizontal)

Double postcard (Japan)
(Horizontal)

(©) SRA3 (Horizontal)
(O 11 x 17 (Horizontal)
() Letter (Horizontal)

() 12 x 18 (Horizontal)

Envelope (Youchou 3
(Youkei 0)) (Horizontal)

P ———

104

RICOH USA INC




Version 2.1

< Paper Size

(Horizontal)

4) (Horizontal)

O Legal (Horizontal)
() Invoice (Horizontal)

() €6 (Horizontal)

Envelope (Youkei 4)

O Envelope (Japan: Choukei

O Letter (Horizontal)

() 12 x 18 (Horizontal)
O Envelope (Youchou 3
(Youkei 0)) (Horizontal)

Envelope (Japan: Choukei
3) (Horizontal)

O Envelope (Japan: Kakukei
2) (Horizontal)

SfOpIe < Staple
O 2atleft () 2 atRight
O2atTop () Saddle Stitch
(O Top Left (O Top Left Slant
O Top Right O Top Right Slant e
O Bottom Left O Bottom Left Slant
Punch & Punch

(O GBC Left (Multiple Holes)

GBC Right (Multiple
9} ght (Multipl
Holes)

(O GBC Top (Multiple Holes) | () 4 at Left
O 3atLeft (O 1 at Upper Left
O 2at Left (© 4 at Right
(O 3 atRight (© 2 at Right
€ Punch
O 3atLeft (O 1 at Upper Left
() 2at Left () 4 at Right
() 3 atRight (O 2 atRight
(O 4atTop (O 3atTop
O 2atTop ® off

Note: Some finishing options like Staple and Punch are available only when appropriate
finishing unit is installed with Multifunction Device
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7 Limitations

Advanced Scan to Folder Limitations

Following characters are not supported for folder creation. Using these characters in

Metadata fields is prohibited, since metadata fields are used to create folders.
~"#7%84:<>?/\{|}
Folder Name length and File Name length depends on each cloud service.

Only English language is supported for OCR

When Remove Blank Page is enabled, Maximum Scan file size is limited to 50MB

Multi Destination Scan Limitations

Following characters are not supported for folder or filename creation. Using these
characters in filename field is prohibited.

~"#%8&*:<>?/\{|}

Fax number limits minimum of 7 numbers.

File name supports up to 64 characters

Only English & French languages are supported for OCR

There is a Scan File Size limit of 25MB, due to limitations in Gmail APIs, which is used to
send email to eFax Service.

When Remove Blank Page is enabled, Maximum Scan file size is limited to S0MB

QR Cover Sheet Limitations

Following characters are not supported for folder and filename creation. Using these
characters in DocumentType, Identifier 1 through Identifier 5 fields is prohibited,

since these fields are used to create folders and filename.
~"#7%8*:<>?/\{|}
If Scanned document is missing Coversheet with QR Code or QR code has invalid

data, workflow will fail.
QR Cover Sheet Title length is limited to 128 Characters.
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e QR Cover Sheet supports up to 200 MB of Scan file size or 500 Pages whichever is

lower. This is due to file size limitation in Bar Code recognition module

QR Read and Route Limitations

e Following characters are not supported for folder and filename creation. Using these
characters in employee number and work order number in QR code data is invalid.
Since these values are used to create folder and filename.
~"#%8&*:<>?/\{|}

e If Scanned document is missing QR Code or QR code has invalid data, scanned
document is uploaded to ‘temp’ folder

e Batch Scanning is not supported. QR Code is recognized only on first page of the
document.

e  Maximum file size limit is 200MB, of Scan file size or 500 Pages whichever is lower. This

is due to file size limitation in Bar Code recognition module.

Local Folder Print Limitations

e Local Folder Print supports these file types: pdf, doc, docx, xls, xIsx, ppt, pptx, jpeg.
jPg. png. gif, htm, html, tif, tiff, joeg

e *ixtfiles are not supported

User Site Limitations

e Supported Browsers for User Site are:
o Internet Explorer: 11 or later
o Edge: Latest Version
o Chrome: Latest Version
o Firefox: Latest Version
e Limitations for Home Screen/Applications
o Home: Maximum 20 for each profile, Max 32 characters for the name.
o Applications: Maximum 18 for each home screen, Max 32 characters for the
name

e User Management
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o Email address is unique in the system; same Email address cannot be used

even if user belongs to different Tenants
o Users belong to same tenant cannot set different time zones
o User cannot change their login Email address, need admins assistance to

change email address

General Limitations

Once Administrator has logged in to a Tenant on MFP, administrator from another
tenant cannot login to same MFP. Refer to guide on ‘How to remove registered
device’

Back button inside application display screen must be used, instead for ‘Back’
button on the operation panel.

Independent-supplier toner cartridge isset. Logout || C

@can to Google Drive
Q (C] iE —
Destination: My Drive it ’;
1 Sided L)
400 dpi
Scanner Settings
n File Name Setting
===
Check Status 9 A = @ Stop

Folder and File Search results varies from Cloud Service to Cloud Service, this
depends on the Search API for each service.
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Category

Phenomenon

Description

Upside-down image rotation

Sometimes misrecognized

We identify the top and
bottom from the image as
pre-processing of OCR. We
use information such as the
direction of arrangement of
letters, letter / picture / chart
layout, ruled line position,
etc. to infer which is upper. In
the case of the following
manuscripts, the OCR may
also fail because the top /
bottom discrimination fails. -
Manuscript with only few
letters - Manuscript with
characters written diagonally
-Documents with a dark
background / background
such as photos

OCR

Unusual fonts cannot be
recognized

In OCR, it is based on
standardly used fonts such as
Arial / Verdana / Times New
Roman for foreign
languages, MS Ming Dynasty
/ MS Gothic / MS Ul Gothic
for Japanese. Therefore,
recognition may fail in the
following cases. - Using a
special font - Using extremely
large / small font size

Input image is not clear

Although 200 dpi to 600 dpi is
recommended for engine
specifications, if the
recognition rate is bad at 200
dpi, please raise the
resolution and scan again.
Also, if the input images are
blurred or are not enough
contrast, the recognition rate
will not improve. Please use
clear images.

PDF output

Output size is different

Due to the limitation of the
current engine, the size of the
output PDF page may
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increase by about 0.3 10 1.7
mm.

Sometimes impossible to print
with EXP machine

When you print PDF with
Japanese OCR by EXP
machine, if alternative font is
not installed in MFP, it may
not be printed correctly.

Word output

Layout collapse

The OCR engine writes the
character string of the
recognition result as Word
text and uses the font size /
font type / line spacing / text
width etc. to fry to make it as
close to the original as
possible, but it is difficult to
match with the original
perfectly. Therefore, the
following phenomena may
occur. - Although the
manuscript was 2 pages, it
became 3 pages / 1 page -
Margins increase or
decrease

The number of blank pages
increases

If you input multiple pages
and try to output them in
Word, blank pages
sometimes increase.

Sometimes the footer's page
number is incorrect

When outputting a
document with a page
number in the footer section
as an input, Word
automatically counts the
page count and may be out
of alignment with the page
number of the document.
Example: Manuscript: 2
pages of 3/8, 4/8 Word
output result: 2 pages of 1/2,
2/2 (Since there are only 2
pages, Word automatically
judges 2 pages, 8 replaces 2
and redoes the page)

Doc format, that is created
by OCR, cannot be
displayed in iOS UIWebView

It is said that iOS does not
officially support doc / xls
etc., it may not be displayed
normally on iOS machines.
This is because the OCR
function creates data in RTF
format and then outputs it to
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doc format. Please use docx
/ XlIsx.

Sometimes blank page is
removed

In decision of the current
OCR engine, blank page is
sometimes removed. So, for
example, 4 pages sometimes
become 3 pages.

Cell color/ Frame border are
lost

For Word output, the color of
the cell or the frame border
of the table are lost during
the transfer.

Excel output

Color / figure / photo are lost

For Excel output, the color of
characters is not reflected.
Also, figures and
photographs are not
reflected. With regard to the
part recognized as table,
OCR engine uses the cell
ruled line / cell combination
to create table.

i |
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8 Appendix

File Name Formula
Formula functions are similar to Microsoft Excel Formulas. Not all Excel functions are
relevant and supported.

Advanced Scan to Folder

Following variables from the workflow application are available to use in the formula

1. Tenantld [Smart Integration Tenant ID]
2. Userld [Smart Integration User ID]

3. Metadatal [From Ul]

4. Metadata2 [From Ul]

5. Metadatad [From Ul]

6. Metadata4 [From Ul]

7. Metadatad [From Ul]

8. Day [From Ul, Date input]

9. Month [From Ul, Date input]

10. Year [From Ul, Date input]

Sample Formulas

Formula Result
YEAR(NOW()) & "-" & MONTH(NOW()) & "-" & 2018-12-21-102657
DAY(NOW()) & "-" & HOUR(NOW()) &
MINUTE(NOW()) & SECOND(NOW())

YEAR(NOW()) & "-INVOICE" 2018-INVOICE
_[Userld] & "-" & YEAR(NOW()) & "-" & TOM-2018-12-21
MONTH(NOW()) & "-" & DAY(NOW())

_[Metadatal] & "-" & MONTH(NOW()) & DOC-142019-192311

DAY(NOW()) & YEAR(NOW()) & "-" &
HOUR(NOW()) & MINUTE(NOW()) &
SECOND(NOW())

_[Day] & "-" & [Month] &"-" & [Year] & "-" & 28-Jan-2022-Doc-142019-192712
_[Metadatal] & "-" & MONTH(NOW()) &
DAY(NOW()) & YEAR(NOW/()) & "-" &
HOUR(NOW()) & MINUTE(NOW()) &
SECOND(NOW())
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Advanced Scan to Folder Shared

Following variables from the workflow application are available to use in the formula

Metadatal [From Ul]
Metadata2 [From Ul]
Metadata3 [From Ul]
Metadata4 [From Ul]
Metadatab [From Ul]

Day [From Ul, Date input]
Month [From Ul, Date input]
Year [From Ul, Date input]

©ONoO AN~

Sample Formulas

Formula Result
YEAR(NOW()) & "-" & MONTH(NOW()) & "-" & 2018-12-21-102657
DAY(NOW()) & "-" & HOUR(NOW()) &
MINUTE(NOW()) & SECOND(NOW())

YEAR(NOW()) & "-INVOICE" 2018-INVOICE
_[Userld] & "-" & YEAR(NOW()) & "-" & TOM-2018-12-21
MONTH(NOW()) & "-" & DAY(NOW())

_[Metadatal] & "-" & MONTH(NOW()) & DOC-142019-192311

DAY(NOW()) & YEAR(NOW()) & "-" &
HOUR(NOW()) & MINUTE(NOW()) &
SECOND(NOW())

_[Day] & "-" & _[Month] &"-" & _[Year] & "-" & 28-Jan-2022-Doc-142019-192712
_[Metadatal] & "-" & MONTH(NOW()) &
DAY(NOW()) & YEAR(NOW()) & "-" &
HOUR(NOW()) & MINUTE(NOW()) &
SECOND(NOW())
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Following two variables from the workflow application are available to use in the formula

9. Tenantld [Smart Integration Tenant ID]
10. Userld [Smart Integration User ID]

Sample Formulas

Formula

Result

YEAR(NOW()) & "-" & MONTH(NOW()) & "-" &
DAY(NOW()) & "-" & HOUR(NOW()) &
MINUTE(NOW()) & SECOND(NOW())

2018-12-21-102657

YEAR(NOW()) & "-INVOICE"

2018-INVOICE

_[Userld] & "-" & YEAR(NOW()) & "-" &
MONTH(NOW()) & "-" & DAY(NOW())

TOM-2018-12-21
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Version 2.1

Following variables from the workflow application are available to use in the formula

Tenantld [Smart Integration Tenant ID]

Userld [Smart Integration User ID]
DocumentType [From QR Code shown below]
identifierl [From QR Code shown below]
identifier2 [From QR Code shown below]
identifier3 [From QR Code shown below]
identifier4 [From QR Code shown below]
identifier5 [From QR Code shown below]

date [From QR Code shown below]

WO NOO AW~

Data format in QR Code:

DocumentType:identifier1:identifier2:identifier3:identifier4:identifier5:date

Sample Formulas

Formula

Result

YEAR(NOW()) & "-" & MONTH(NOW()) & "-" & DAY(NOW()) &
"" & HOUR(NOW()) & MINUTE(NOW()) & SECOND(NOW())

2018-12-21-102657

YEAR(NOW()) & “-INVOICE”

2018-INVOICE

_[Userld] & “-“ & YEAR(NOW()) & "-" & MONTH(NOW()) & "-"
& DAY(NOW())

TOM-2018-12-21

_[identifier1] & " " & _[identfifier2] & " " & _[date]

12345_CDW_2018-05-16

_[identifier1] &" " & _[date]

12345_2018-05-16

_[identifier1] & " " & TEXT(TODAY(), “mm-dd-yyyy")

12345_01-08-2019
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QR Read & Route

Following variables from the workflow application are available to use in the formula

Tenantld [Smart Integration Tenant ID]
Userld [Smart Integration User ID]
employee_number [From QR Code]
workorder_number [From QR Code]

R N

Data format in QR Code:

employee_number:workorder_number

Sample Formulas

Formula Result
YEAR(NOW()) & "-" & MONTH(NOW()) & "-" & DAY(NOW()) & | 2018-12-21-102657
"' & HOUR(NOW()) & MINUTE(NOW()) & SECOND(NOW())

YEAR(NOW()) & “-INVOICE” 2018-INVOICE
_[Userld] & “-“ & YEAR(NOW()) & "-" & MONTH(NOW()) & "-" | TOM-2018-12-21

& DAY(NOW())

_[workorder_number] & " " & “completed” 220100_completed
_[workorder_number] &" " & _[employee_number] | 220100_33001
_[workorder_number] & " " & TEXT(TODAY(), “mm- 220100_01-08-2019
dd-yyyy”)
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How to Validate the Formula

Open Microsoft Excel, enter the formula in an excel field add ‘='in front of the formula.

Note: Use only functions, but do not use variables from workflow mentioned above to
validate in Excel.

Book1 - Excel

CICE

File

£ Share

Home Insert  Pagelayout  Formulas  Data  Review  View  Add-ins  Team @ Tell mewhatyouwantto do.. Jayasimha Nuggehalli

ROW - X & | =YEAR(NOW()) & "-" & MONTH{NOW(]) & "-" & DAY(NOW()) & "-" & HOUR{NOW(}) & MINUTE(NOW{)) & SECOND{NOW(})| -
A B C D E F G H J K L M N o P Q R s T u V[
1,
2
3 vow() |
4
5_
6_
7,
8,
Sheetl Ll »
Eqit i) m

Bookl - Excel

CICE

File

£ Share

Home  Insert Formulas  Data  Review  View  Addins  Team  Q Tell me what you wantto do Jayasimha Nuggehalli

Page Layout
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Formula Functions
Formula Evaluation is based on Open Source, Apache POI

Note: Please see link below. All formulas listed may not be relevant to workflow
application. Here is list of formulas.

http://poi.apache.org/components/spreadsheet/eval-devguide.html
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How to check version of required component: Enhanced Program

From Panel, touch User Tools > Screen Features > Screen Device Settings Information >
Software Version List

Look for ‘Enhanced Program’

O © Q

Quick Copy Quick Scanner Printer

iR i % &)

—

User Guide Address Book User Tools Application Site
Management

Change Language

P Language

e s e

Check Status

Q} User Tools
Screen Features
Machine Features

Counter
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% Screen Features

WIRELESS & NETWORKS

¥ Wireless Direct Settings
8 Bluetooth

DEVICE

= Storage

B Language & input
SYSTEM

@ Screen Device Settings Information

% Screen Device Settings Information

Status

Legal information

Software Version List
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'Software Name ‘\Module ID Part Number Nersion
0 /550l |

‘Copy §M2a_SmartCopy D24114542 ‘127

\CSPF (Mza_cspf D2411433 52.02.01

Eco—friendly Widget (MZa_WEcoInfo D2411437G

Enhanced Program ‘I 12a_RSIEnhPrg D3J30010A

Fax § D2411457X

iDZM 1435F

ICCardNicnatrhar i ln’)/|11/|'21l3
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? Time Stamp Settings

Time format (string)

Specify the time format to stamp.

The stamped time stamps the server time, and the correctness of the time is
not guaranteed.

Onlyy, M, d, H, m, s, z, (half-width space), / (slash),: (colon),, (comma), and.
(Period) are valid characters.

y, M, d, H, m, s, and z are character patterns representing time. (* 1)
Maximum value: 128 characters

Minimum value: 0 characters

o Default value:yy / MM / dd H: mm

*1: The relationship between characters and output is shown in the table
below.

% Year y 2015
vy 15
Input of more than 5 digits is O
vy 2015 padded
yYYYy 2015
YYYYY 02015
M Moon M 9
Even if 3 or more digits are
MM 07 entered, 0 is not padded
MMM 9
d Day d Five
ad 05 Two or more'dlgﬁs are padded
with zeros
ddd 005
H Time H 15
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m Min

S Second

Z Time
zone

HH

HHH

SS

SSS

77

777

7777

Font size (points) (number)

Specify the font size of the characters to be stamped (unit is point).
Valid only for positive half-width integers.
Maximum value: 500
Minimum value: 6

e Default value: 10

Vertical position (string)

Specify the vertical position of the stamp.
The following positions can be specified.

« Top
e Middle
e Boffom

015

08

008

Five

05

005

Etc / UTC
Etc / UTC
Etc / UTC

(no display)

Version 2.1

Two or more digits are padded
with zeros

Two or more digits are padded
with zeros

Two or more digits are padded
with zeros

Does not display if more than 4
digits are entered

Uppercase / lowercase letters are distinguished.

Default value: Top
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Horizontal position (string)

Specify the horizontal position of the stamp.
The following positions can be specified.

o Left
e Center

Uppercase / lowercase letters are distinguished.
Default value: Left

Vertical margin (number)

Specify the margin of the vertical position of the stamp.

Only positive half-width numbers are valid. You can also enter a decimal
point.

The value that can be specified varies depending on the value of
positionUnit.

Maximum value: 600 (when positionUnit = "mm"), 25 (when positionUnit =
"inch") Minimum value: 0

o Default value: 0
Horizontal margin (number)

Specify the margin of the position next to the stamp.

Only positive half-width numbers are valid. You can also enter a decimall
point.

The value that can be specified varies depending on the value of
positionUnit.

Maximum value: 600 (when positionUnit ="mm"), 25 (when positionUnit =
"inch") Minimum value: 0

o Default value: 0

123 | RICOH USA INC




