
 

 

How to scan and send the receipt with RICOH copy machine: 



 

 

 

5. Your name and email should appear. Select your user account 

pfrom the results and press the OK button to continue. 

 

6. With your documents set on the machine and the account 

selected, press the START button to begin scanning. Your email 

will be sent automatically. 

 
 

 

 


