Port Campus Printing

Download Driver

In a search engine, search for Q. ¢3502 ricoh driver &
or visit
http://support.ricoh.com/bb/html/dr_ut_e/re2/model/mpc300/mpc300.htm

Install the driver to your computer.

Add the Printer
Open System Preferences from your dock \@ or Applications Folder

Click on Printers & Scanners
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But first! Make sure you are connected to the internet before proceeding.
If using WIFI, only connect to eduroam for printing!

Press the +sign below

L < > i Printers & Scanners Q, sear
L ] & Add Printer
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No printers are available.
Click Add (+) to set up a printer. Name . Kind
osas ricoh c3502 Bonjour
port campus ricoh mp 3502 Bonjour

Default printer:  Last Printer Used

Default paper size:  US Letter

Name: |port campus ricoh mp ¢3502  or rename: Port Campus Printer |-« -} .. ... :

Select port campus ricoh mp ¢3502
from the list. You may also do a search
for ¢3502 at the top to narrow down
the list.

Lacation: 2nd Floor Building Operations

| Use:  Secure AirPrint a]

If you'd like, you can rename
the printer to something else, such as
Port Campus Printer

Click Select Software from the Use pulldown. Select RICOH Aficio MP C3502 PS from the list,
click OK

’ @ ¢« Printer Softw:
MName: IPort Campus Ricoh| I bt rinter software

Location: 2nd Floor Building Operations L& 3502 o] You may also type

Use  Secure AirPrint ) RICOH Aficia MP C3502 PS C3502 in searc_h field
to shorten the list

Auto Select
Select Software...

Other...
e

Cancel




‘ Click Add Click OK once setup is complete.
L R Add Printer B | Add Printer
B @ @® B
Q, 3502 [} = Setting up ‘Port Campus Ricoh...
. y
Name ~  Kind = | Make sure your printer's aptions are accurately shawn here so you
osas ricoh c3502 Bonjour can take full advantage of them,
port campus ricoh mp 3502 Bonjour
Qptien Tray: Mot Installed a
Large Capacity Tray: Mot Installed a
Internal Tray 2: Mot Installed 8
Internal Shift Tray: Mot Installed (=]
External Tray: Not Installed (=]
Finisher:  Not Installed a
Name: IPud Campus Ricoh| I
Location: 2nd Floor Building Operations
Use: RICOH Aficio MP C3502 PS 3
Cancel
Add

Add User Access Control

The Port Campus Ricoh has Accounting Software, and requires a print code to be saved as a preset.

“| < 10f1 20 » Printer:  Port Campus Ricoh (2]
Copies: 1 3
Open a document in an application such ) Two-Sided
as Pages.
Pages: ' All
. . From: 1 to: 1
Go to File>Print
In the Print Window, click Show Details
? POF &3 Cancel [
‘ Job Log : Enter Printer Code
Instead of Pages, Copies: |1 *~0) Two-Sided Job Log a
select Job Log Check Enable e
f th Iid Pages: O Al User Code and ser i
rom € pU own From: 1 to: 1 Enter 00119 in the Jub Tyoe:  Mormal Print
v Pages User Code field. Stk ey
PRagwarT:
Layout
Color Matching Go back to the | Erable User Code
Paper Handling pulldown menu Uzer Godo: 00119
kb where Job Log is
Gover Page selected & select Time:
Printer Features
POF [ Unauthorized Copy Prevention g ' vanesl [0




‘ After selecting Printer Features..... Printer:  Porl Campus Ricch
Presata:  Defaulk Settings
Copizs: 1 : Tweo-Sided
Printer: = ~ =
PHQEE [ Pag=a: L &l
Presets: Fram: 1 [
Layout | Pri .
CUDiES: Color Matching inler Fealurzs
5 Paper Handling LiF by Paper:  Bempt Lser
ages: LT
Paper Feed Select Black and White e
Cover Page ' from Color Mode pulldown. -
rrage Smantring: L
o Jﬂb Lo I ) Unlor Wode:  Black rra White
U thg ized Conv Prevention | Go to the top of the window —
navthorize bt | 1 Where the Presets pu”down Calnr setting:  Sapar [ine
_— IS Iocated Calos Arofile:  Autn
INTharing:  AUTD
Grav Reoroduclion [Tex.!
PDF Canezl
‘ It's now time to save these settings as a Print Preset
Select Save Current Settings as Preset....
Printer: Port Campus Ricoh v
Presets  Default Settings | Name the preset Black & White, click OK.
Copies Last Used Settings
Preset Name: Black & White]
Pages Show Presets... Preset Available For: Only this printer
) i — All printers
Cancel
X A

If you are faculty, ask your Chair or Sonya Diamond for your print code. The 00119 print code is for free
black & white printing, and can also be used for photocopying. To print color, you may purchase a color code
from Sonya in the Service Cente, at Granville Mall.

‘ Print

To print, go to File>Print in your software Enter your NSCAD user credentials,
without @nscad.ca, and click OK.

**At Port Campus you must always see the name of

the printer plus the preset, or the print will fail. Authentication Error means there is an error in
the credentials.

Printer: Port Campus Ricoh %k

Presets: Black & White X S Enter your name and password for the printer "Port
- Campus Ricoh".

Some software will bypass this Print Dialogue —_— Name: _jsmith
screen. You may need to press a Setup or
Printer button to access the Print Dialogue.

Password: I Kok kK KoKk K I

Remember this password in my keychain

Press Print to print your document.




