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1 Preface

This guide provides the details on how to use the Integrated Cloud Environment
OneDrive for Business Application on Ricoh MFPs.

About This Guide

This guide is divided into three primary sections:

1. Infroduction
This section lays the foundation for understanding the Integrated Cloud
Environment, and related application.

2. Operation of OneDrive for Business Integrated Cloud Environment Applications
This section contains step-by-step instructions on how to scan documents
using the Integrated Cloud Environment OneDrive for Business application.

4. Appendix
This section contains additional reference materials.

Note: The operation panel screen shot 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

What is Integrated Cloud Environment?

The Integrated Cloud Environment is a collection of Web applications running within the
“Ricoh Cloud.” An appropriate MFP device, with Browser Unit, is used to access these
web applications. These web applications provide various document management
services, like Scanning, OCR, Cloud Printing, and connectivity to popular document
storage services.

Application
Application

Feature Description ‘

Scan to OneDrive Scan to OneDrive for Business allows you to
for Business ‘SPB%ES;YS send hardcopy documents to your OneDrive
for Business account It supports OCR, PDFA,
Text, Word, and Excel formarts.

OneDrive

Default Scan Folder: Scan

Ricoh Americas Corporation
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3 Scan to OneDrive for Business Configuration

3.1 Identifying Team Site, Document Library and Folder

Login to Office 365 account from your PC/MAC

- Jayas!mhi | T —c—
[ Sign in to Office 365 x | ye

| & C A |8 Microsoft Corporation [US] | https://login.microsoftonline.com/login.srf?wa=wsignin1.0&rpsnv=28&ct=134507507 1&rver=6.1.6206.0&wp=MC\ B ® =

‘ i3 Apps [ [ Web Slice Gallery ™ WhitePages I eBay (J Photography (] Imported FromIE (] Ricoh [1) 1968 [EJ 0 Notifications 3t NETGEAR Router (] My Applications » (] Other bookmarks

] Office 365

Sign in with your work or school account

||someone@exam ple.com

Password

) Keep me signed in

m Gz

Can't access your account?
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After logging in to the Office365 portal, select OneDrive as shown below.
(

M Inbox (1.415) = jayntiggel =Y (] hitps://portal.office.com/. x

« C i |8 hitps;//portal.office.com/Default.aspx#EAdminDefaultPa v mePageESKU_AdminDashboardPa: ® 0=
i Apps % Bookmarks [ [ WebSlice Gallery ™ WhitcPoges | cBay (] Photography (] Imported From I (] Ricoh [ 1968 [ O Notifications ;% NETGEAR Router [ My Applications (%) Pinlt () Online Education » [ Other bookmarks

Newsfeed

‘Word Online Excel Online

My apps

1 » messages recemen U processea oy menng

Mo planned maintenance scheduled.

Identify the OneDrive for Business Site URL as shown below. Please make a note of it.
This has to be entered in ICE RAMP Subscriber console as described.

M Inbae (1415) - jaynugae % 7 @ Onerive for Business  x

&« C i |8 https;//ricohactca-my.sharepoint.comfperscnal/jay_ricoh-act_co c ts/Forms/All.as ® B =
i Apps s Bookmorks [] [ WebSlice Gallery ™ WhitePages I eBay ([ Photography [ Imported From IE (] Ricoh [ 1968 [ 0 Notifications 3% NETGEAR Router [ My Applications ) Pinlt ("] Oniine Education » (3 Other bookmarks

Office 365 | OneDrive

Jo) OneDrive @ Ricoh ACT
Documents

Welcome to OneDrive @ Ricoh ACT, the place to store, sync, and share your werk. Documents are private until shared. Learn more here. Dismiss

@rew A uplosd 2 syne v

v Groups

———
@
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3.2 Site Configuration in RAMP

Step 1: Login to RAMP Subscriber Console:

URL: https://ramp.ricoh-cloud.com/RAMP/RAMPSubscriber/RAMPSubscriber.html

Note: You need to know your Organization ID, Login ID & Password

e T "
[&] RAMP Subscriber x \ . - - - \ -

€ - C A 8 https;/ramp.ricoh-cloud.com/RAMP/RAMPSubscriber/RAMPSubscriber.html [0 J(® e

55 Apps [*) Web Slice Gallery ™ WhitePages [fff eBay (1] Photography (1] Imported FromIE (] Ricoh [} 1968 [fd O Notifications 3ot NETGEAR Router » (CJ Other bookmarks

Ricoh Application Management Platform

Subscriber Login

Organization ID
Login ID

Password

Forgot Password | Change Password

© 2009-2015 Ricoh Americas Corp. All Rights Reserved
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Step 2: Select ‘Settings’, under ‘OneDrive for Business’ select 'Site Configuration’

Enter the site address.

erhtml# ® 0=
» [ Other bookmarks

ber/RAM

s://ramp.ricoh-cloud.com/RAMP/RAN criber
Web Slice Gallery ™ WhitePages ay [ Photography (3 Imported From IE (] Ricoh [ 1968 [ 0 Notifications 32 NETGEAR Router [ My Applications ) PinIt ("] Oniine Education

admin Ricoh Application Management Piatform

Report  Mainlenance

B SCAN TO EMAIL OneDrive for Business site information

Users Configuration

SHAREPOMT OneDrive for Business Site Address: = hitps /incohactca-my sharepoint.com

. Example * hitps:icompany-my sharepoint com
Sile Configuration

— =

W OFFICE 365
Site Configuration =
Users Configuralion

W OMEDRIVE FOR BUSINESS

Site Configuration

5 EAx

Recipients Configuration

« OAuth Configuration

Users Configuration

Ricoh Americas Corporation
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3.3 Deleting registered Users

Administrator can delete users who have registered to Scan to OneDrive for Business
application through OAuth process. [Refer to Scan to OneDrive for Business New User
Registration Section]

Select ‘Settings’, under ‘OAuth Configuration’ select ‘Users Configuration’
Press ‘OneDrive for Business’ ICON. This will List users who have registered to this

application.

Select User from the list and click on n ICON to delete User.

r
B — — ) > o =
[ RAMPSubscriberhtml x| - e - [Feres)

| € C A 8 https://ramp.ricoh-cloud.com/RAMP/RAMPSubscriber/RAMPSubscriber.html# B =
2 Apps [} Web Slice Gallery ™ WhitePages [fff eBay (1] Photography (7] Imported FromIE (] Ricoh [ 1968 [ O Notifications 3ot NETGEAR Router (*] My Applications [Y) Pinlt (] Online Education » (] Other bookmarks

ES  SCANTO EMAIL Office365 SharePoint - Users Configuration

Users Configuration

«  SHAREPOINT

o o nedrive
Site Configuration o ‘ @ ‘ &

Users Configuration
@ OFFICE 365
zhenyu zhenyu@ricoh-act.com
Site Configuration
krishna krishna@ricoh-act.com
Users Configuration
teyu teyu@ricoh-act.com
‘ ONEDRIVE FOR BUSINESS Jay Jjay@ricoh-act.com

Site Configuration

1B EFAX

Recdipients Configuration

« OAuth Configuration

Users Configuration

© 2009-2015 Ricoh Americas Corp. All Rights Reserved.
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3.4 Import Users for OAuth Registration

In this screen Administration can import a CSV file which contains list of user’s email to
initiate user registration. Each user will get an email to start the registration process.

e [ [

sbscriber/RAMPSubscriber. html# Sl > I i
ay (] Photography (] Imperted FromIE (] Ricoh [ ') 1968 [[3 0 Notifications =% NETGEAR Router »  [] Other bookmarks
Sellings)| Report  Mainlenance admin Ricoh Application Management Platform
Users Configuration ::
<> n .
< sweron ~ W . oo
S [-]o =]
Users Configuration
W OFFICE 365
svi act sviaci@gmail com
Site Configuration
Kw kaoru watanabe kaoru walanabe@ricoh-usa com
Users Configuration
ain3psAv reg20140324-sav pn aintest3@gmail.com
W] ONEDRIVE FOR BUSINESS TEST3 aintest3-gmail pn-rereg20140626 aintest3@gmail com
Site Configurali
S aintest aintest@gmail com
B EFAx sleven24 Steven Nelson steven a nelson@ricoh-usa com
Redpiants Configuration KWhax2 Kaoru Watanabe nabekao@gmail com
«* OAuin Contiguration krishna Srikrishna Narasimhan Krish svc@amail com
Users Configuration
I © 2009-2015 Ricon Americas Corp. All Rights Reserved

=]
Click on ‘OneDrive for Business' ICON. Click on import - ICON

Ricoh Americas Corporation Page 10




[& RAMPSubscriber.html

x

=5

€ - C A | @ https;//ramp.ricoh-cloud.com/RAMP/RAMPSubscriber/RAMPSubscriber.html#
it Apps ¥ Bookmarks [ Web Sice Gallery ™ WhitePag

@ O =

» (] Other bookmarks

ey O (] Imported From I (] Ricoh [ 1968 [E3 O Notifications 3% NETGEAR Router

Bulk User Registration 3

‘ Please selecta CSV file:
==

Browse and select a file

=)

GO'L“ » Computer » Local Disk (C:) »
T

~ [ 3 |[ Search Locat Disk (€

o

[ Documents

|| Organize v New folder =~ 0 @
‘ X Favorites “*  Name ° Date modifit * I
Bl Desktop i projects 4/9/2014 11:
|8 Downloads i Ricoh 9/25/2014 1:
&l Recent Places | RICOH_SmartSDK_Emulator_v1.04 1/21/2015 2:
Bitcasa Infinite Drive . RXOP 4/6/2015 3:4
.. Google Drive L. Temp 5/11/2015 4:
J& Box Sync U Users 5/11/2015 3:
% OneDrive JJ Windows 6/23/201511
@) Creative Cloud Files &) contacts 5/18/2015 4:
email 6/8/2015 31
G Libraries |EL) OAuthEmailList 6/29/20159: +
- < 1 J »

File name: OAuthEmailList

v [Microsoft Excel Comma Separa v]

(o 1 |

Cancel l

Ver 2.0

Ricoh Americas Corporation Page 11




Ver 2.0

=@
[ RAMPSubscriberhtml X

€ > C A @ https;//ramp.ricoh-cloud.com/RAMP/RAMPSubscriber/RAMPSubscriber.html#
Apps  Bookmarks

w® &8 =

» (] Other bookmarks.

Web Slice Gallery ™ WhitePages [ eBay (] Photography (] Imported FromIE (] Ricoh [} 1968 [ 0 Notifications 3% NETGEAR Router

Bulk User Registration 3

Please selecta CSV file:

N oautEmailistesy

1 Record(s) found in this file.

pn-5av-20140912 ain3 antest3@gmai com

@ OMEDRIVE FOR BUSIMESS

Kaoruwa@gmai com

Sate Conguraon

(L rav

Reapients Congur aon sac

testraviteja@gmai com

< c Jayasimha nuggeha: jay nuggeha

Press on ‘Import’ to import the file.

=&
[3 RaMPSubscriberhtml X

€ > C A @ https//ramp.ricoh-cloud.com/RAMP/RAMPSubscriber/RAMPSubscriber.html# w@®a =

Apps % Bookmarks [ Web Siice Gallery ™ WhitePages I eBay (] Photography (] Imported From I (] Ricoh [ 1968 [ 0 Notifications & NETGEAR Router » (] Other bookmarks

RICOH Myportal  Marketpilace ~ Subscription ~ Users |\Seffings | Report Maintenance admin |

Ricoh Application Management Platform

Message x
B8 SCANTO EMAIL Google Drive - Users Configuré
Users Configuration

Sending 1 Registration Email(s). Total time to
complete - 10 seconds.

& OneDrive

o Business
SHAREPOINT o)
i Site Configuration

Users Configuration

‘OFFICE 365
RRenner Rick Renner renner.rick@gmail com
Site Configuration
PN091214 pn-sav-20140912 ain3 aintest3@gmail com
Users Configuration
sviact sviact@gmail.com
@ ONEDRIVE FOR BUSINESS KWGM1 Kaoruwa@gmail. com
Site Configuration
= KWGM2 Kaoru Watanabe nabekao@gmail.com
I B eax ravi testraviteja@gmail.com
Redipients Configuration sdcatest reg-20150418 pn-sawvis sdcaricoh@gmail com
B o r— JayRicoh jayasimha nuggehali Jay.nuggenalli@ricon-usa.com
Users Configuration JayGmail

Jayasimha nuggehalli Jay.nuggenali@gmail. com

© 2009-2015 Ricoh Americas Corp. All Rights Reserved.

Time to complete sending registration emails is displayed.

Ricoh Americas Corporation
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Sample CSV File
-
@] H9-®~-|5 OAuthEmailList - Microsoft Excel I =) | Gl é
Home Insert Page Layout Formulas Data Review View Team A o o @ &R
== % Calibri -1 - = =|=¢ General ~ A g=lnset~ X v :
B R < Z
- Ear B 7 U~ A a adv  $ v % 9 & Delete | [g]~ #
Paste ) Styles | .. ~ Sort& Find &
- & - A - EiIE | O %60 5.0 - =)Format v | (2~ Filter~ Select~
Clipboard 1 Font u Alignment u Number u Cells Editing
A5 v (- fe &
v
A C D E F G H 1~
1 EmailAddresses
2 |[tim@acme.com L
3 |jin@acme.com 3
a4
5 | |
6
7
8
9
4N " Y
M 4 » M| OAuthEmailList /%2 [« il | » 1]
Ready | 3 | EEER I ——=Cl,

Ricoh Americas Corporation Page 13
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4 Scan to OneDrive for Business

4.1 Scan to OnebDrive for Business Screens and Operations

This section provides an overview of the Scan to OneDrive for Business application and
its operation.

Screen Shot

ICE Splash Screen

Integrated

Cloud
Environment

(Touch Here to Start)

Press the operation panel button that Integrated Cloud Environment is allocated
to, this is generally the [Other Functions] button. This screen is then displayed.
Note: If more than one application is available select the [Browser] button.

This is the startup screen for the Integrated Cloud Environment.

Ricoh Americas Corporation Page 14
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ICE Portal Screen

Integrated Cloud Environment

£& OneDrive
‘ for Business

FlexRelease CX OneDrive

a

DocumentMall Dropbox

Evernote

This screen illustrates the Main Menu. The Main Menu shows the user, by use of
large colorful icons, the applications which they have been subscribed to.

Press on the [OneDrive for Business] icon to access the Scan to OneDrive for
Business application.

Ricoh Americas Corporation Page 15
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User List Screen

&OHEDIWE

Scan to for Business

| Register New User || |

Latl o9 [ a8 [ [ EF | cH | 1K | LN || oPa | RST || uwW | xvZ |

| krishna | | teyu |

Page: 1/1

. Scan
Settings Mode: Text/PhotoiColor) Format: MultipasePDF OCR: OFf Duplex: off Page Size: Auto

System Status Joh List

Registered user can select their User ID which has associated OneDrive for Business
account.

- User IDs are displayed as a button; pressing one will show the OneDrive for
Business account address next to ‘Register New User’ button.

- Pressing the buttons:
‘0-9', 'AB’ ... 'XYZ'. Will Show User IDs starting from with the selected numeric or
letter.

- Pressing 'All" will show all users’ registered

- Up to 7 users perrow is displayed, and up to two rows. If the number of
registered users exceeds fourteen (14), then “Page Navigation” buttons are
displayed.

Home: Refurn to Main Menu screen [Application List].

Scan: Scan documents to OneDrive for Business[The ‘Start’ key can also be used
to initiate scanning].

Settings: Displays the “Scan Settings” screen.

Register New User: New User can be registered, by pressing this button and
entering email associated with OneDrive for Business account

Ricoh Americas Corporation Page 16
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<<First, <Prev, Next>, Last>> :
- These buttons are for Page Navigation, within the User List.
Note: These buttons are displayed only if there are more than one page, ‘<<First’,

‘<Prev’ buttons are not displayed in First page, ‘Next>’, ‘Last>>’ buttons are not
displayed on the last page.

OneDrive
Scan to &fol Business FHRG
krishna@ricoh-act.com
Mode ® color U Baw Format @ ppr O pG
I =
B B 72 B B B E
Duplex ' off ' on R off U Text Y poF C word ' Excel
Size |’Q*Ut0 EI ™ Send scanned image with OCR
User Li i | Scan
File Name

Svaten Status Job List 13

After pressing [Scan Sefting] in User List screen, the Scan sefting screen is
displayed.

Setting the Scan Workflow

The following Settings are available:

1. Mode: Color or Grayscale

2. Scan File Format: PDF or JPG

3. Duplex: Simplex or Duplex

4. OCR: Off, Text, PDF, Word, Excel

5. Page Size: Auto, Letter, A4, Legal, 11x17 or A3

Note:

1. Select Size as 'Auto’ for all standard sizes recognized by the MFP.
2. Use Letter,A4, Legal, A3 or '11x17’, if you are scanning non standard sizes, such

Ricoh Americas Corporation Page 17
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as ‘Receipts’ etc., depending on the size of the original or when the device
does not support Auto paper size detection.

3. Models like MPC400, MPC305, MP301 and SP5200S/SP5210 etc show only
‘Letter’, ‘A4’ and ‘Legal’ size.

4. File Name: Max Chars (32)

Home: Return to Main Menu screen [Application List].

Scan: Scan documents to OneDrive for Business [The ‘Start’ key can also be used
to initiate scanning].

User List: Return to User List Screen

Send scanned image with OCR: When checked, both the Scanned image and
the OCR file are uploaded. This sefting is available only when OCR sefting is not set
to 'Off’.

File Name: Touch the entry data field next to “File Name,” this will open the soft
keyboard. Enter the file name [Max 32 Characters] of the document to be stored
in OneDrive for Business. If the flename is not entered a system generated
flename that includes a Time stamp, and a 3 digit random number, is created.
See Appendix for details.

| Cancel 14

MyScanFile_

2011/01/25
17084

Scan File Name: Enter File name [Max 32 Characters.]

Ricoh Americas Corporation Page 18
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Scan to @ g "Biaf‘i:i m
@ Scanning. ..

krishnalri

Mode (®

Duplex (® xcel

Size |Aut

User Lis{__

Svaten Status Job Lizt

Note: Refer to Troubleshooting section for additional error messages related to
scanning.

When the [Scan] button or [Start] key is pressed, this message is displayed.

When scanning is completed, a ‘Scanning was Finished’ message is displayed
momentarily.

Also ‘Sending...’ is displayed during scan data transfer between MFP and web
server.

Ricoh Americas Corporation Page 19
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4.2 Scan to OneDrive for Business New User Registration

This section provides an overview of how to register a new user into Scan to OneDrive
for Business application. Registered user can scan without login to the application, by
just selecting their registered user ID.

Limitations:

1. When no user is registered, a User with global admin access for
Office 365 account needs to register as a user.

2. Microsoft invalidates token after 90 days. User with invalid token
will be automatically deleted. An email notification is sent
regarding this. User need to re-register after 90 days.

Screen Shot

User List Screen

Scan to @ OneDrive Home #

for Business

| Regizter New User ‘| |

[all ffo-9 [ 4 [ [[EF | od | 1K [[ LN | oPa | RST | UVK || #vZ |

krishna tevu

Page: 1/1
o Scan
et Ings Mode: Text/Photo(Calar) Format: MultipasePDF OCR: OFf Duplex: off Page Size: duto

Syeten Status

Press on ‘Register New User’ button.

Ricoh Americas Corporation Page 20
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Registration Screen

Scan to &F"Bef?rwe Home #

lllllllll

Register New Scan to OneDrive For Business User

Enter Microsoft Account Email Address

Microsoft Account: | |

| User List | | Register

Email address used to login to OneDrive for Business account (Office 365 login).

Home: Refurn to Main Menu screen [Application List].
User List: Return to User List screen
Register: This will start the registration of new user

a Ed
‘ i H i H : H '

Enter your Microsoft Account [Email address used to login to] using the soft
keyboard.

Email Address: Max Chars (256) Press OK.

Ricoh Americas Corporation Page 21
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& OneDrive

for Business Home #

Scan to

Register New Scan to OneDrive For Business User

Enter Microsoft Account Email Address

Microsoft Account: [javricoh-act.com |

| User List | | Register

Job List

Press [Register]. This will start Registration process.
Home: Refurn to Main Menu screen [Application List].
User List: Return to User List screen

Register: This will start the registration of new user

OneDrive

Scan to &fol Business e i

Please check Email to complete registration process.

Job List

Email is sent to Email address entered [OneDrive for Business Account Email
address]. Please follow instructions to complete registration.

Refer to User Registration section below on how to complete registration.

Continue: Return to application’s User List screen

Ricoh Americas Corporation Page 22
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Step 1: On your PC or Mac, check your email.

ice.ricoh@gmail.com Mark as read

Fri 6/5/2015 8:39 PM

To: M Jayasimha Nuggehalli;

ge has been blocked. To re-enable the blocked features, click here.

Action ltems + Get more apps

Dear User,

10204339 @ Copy this to the clipboard

Registration Code;

Please use above registration code at the following site to register your Scan To OneDriveForBusiness User ID:

Click here to resister @ C||Ck thIS ||nk

The above code will expire in 1 day.

If the above link does not work then please copy and paste the following in your browser:

https://ramp.ricoh-cloud.com/OneDriveForBusinessGX/register/authentication.jsp?
paras=35d3c5107227232563d 14beefbc877988e270e725d8a83f119519a4a133¢50f70c61fc2473d587113a333d3a47349b6aff05f17d4103b
611c377b85585ab07a29f63c6f6c4ff88a7d20d9ab669bbc82c2a2f67e9f1de6378c4ff3845795e25a19e4eb7d54f98754b090e0dc6f173d514

Click the URL,

Ricoh Americas Corporation Page 23
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Step 2: Login to your OneDrive for Business account (if not logged in)

In the following Ul and type in the code. (or Paste it if you copied from your email)
[E==rsy)

[3 Jayasimha Nuggehalli- 0 x ) [ hitpsi//ramp.ricoh-cloud.c X \

C A @ https//ramp.ricoh-cloud.com/OneDriveForBusinessGX/register/code.jsp ® 4=
' 3 Apps s Bookmarks [ [ Web Slice Gallery ™ WhitePages I eBay (] Photography (] Imported FromIE (] Ricoh [ 1968 3 0 Notifications 35 NETGEAR Router » [ Other bookmarks

‘ Scan to OneDrive For Business User ’
Registration

I & OneDrive

| forBusiness

OneDrive

Please enter your Registration Code as it appears on your registration email.

Registration Code (10204339

Clear | | Next |

Step 4: Finally, you will choose USER ID that Shows up on MFP display panel.
Type in all the fields and click “Apply”

[ Jayasimha Nuggehalli - © x ) [& https:/rampricoh-cloud.c x {__ |

& C A | @ https://ramp.ricoh-cloud.com/OneDriveForBusinessGX/register/adduser.jsp ® =
i3 Apps % Bookmarks [ [1) Web Siice Gallery ™ WhitePages I eBay (] Photography ([ Imported FromIE (] Ricoh [ 1968 [ O Notifications 3%t NETGEAR Router » (7] Other bookmarks
. .

Registration

& OneDrive

for Business

1
|
\
‘ Scan to OneDrive For Business User
|

OneDrive

Organization ID: RicohACT

Email Address: jay@rico-act com Enter OneDrive For Business Login Email Address
User ID: * |JayOneDr (v}
First Name: Jayasimha

Last Name: |Nuggheall

Clear Apply

Ricoh Americas Corporation Page 24
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r

[ Jayasimha Nuggehalli- O x ) [&] https://rampricoh-cloud.c x
( T - . - — =
€« C A @ https;//ramp.ricoh-cloud.com/OneDriveForBusinessGX/register/adduser.jsp ® 3=
' i3 Apps % Bookmarks [E] [ Web Siice Gallery ™ WhitePages [ eBay [J Photography [ Imported FromIE (] Ricoh [ 1968 [ O Notifications 3% NETGEAR Router » (O] Other bookmarks

‘ Scan to OneDrive For Business User
Registration

| && OneDrive

‘ for Business

| OneDrive

User ID 'TayOneDr' registered.

You will see the newly registered user’'s button appearing on the MFP display panel.

OneDrive
Scan to &fl)l Business m

| Register Mew User || |

LAl | o9 || a8 [[ o || EF |[ o4 |[ 1K [[ v || ora || RST |[ Uwk || ¥vZ |

| Jay | | JayOneDr | [ TC |

Page: 1/1
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4.3 Scan to GoogleDrive Default Scan Folder

Default Scan Folder: Scan

> . 3 e o e e

\d b) OneDrive for Business 3¢l -
€« C f @ https;/ricohactca-my.sharepoint.com/personal/jay_ricoh-act_com/Documents/Forms/All.aspx?RootFolder= ¢ @ §1 =
i Apps vk Bookmarks [EJ [ Web Slice Gallery ™ WhitePages [ eBay (] Photography (] Imported FromIE (] Ricoh [' 1968 » [ Other bookmarks

Office 365 OneDrive ‘

,O OneDrive @ Ricoh ACT
Documents Docurnents Scan

Welcome to OneDrive @ Ricoh ACT, the place to store, sync, and share your work. Documents are private until shared. Learn more

Shared with me
here. Dismiss

{ Followed
Site folders @ New 1 Upload s Sync ’:I Share v
Recycle bin
v D
[l 20141210170724_025 .« December 10,2014 & Only you Jayasimha Nuggehalli
Vv Groups -
[ 20150526165853_934 «e  May 26 8 Only you Jayasimha Nuggehalli
E my+scan+file «ss June 18 8 only you Jayasimha Nuggehalli
|
[ [#l myscan «e June 18 8 Only you Jayasimha Nuggehalli
| F  Scan1051500129 e June 21 8 only you Jayasimha Nuggehalli
|
[#l Scan1058350216 «es June 21 8 onlyyou Jayasimha Nuggehalli

Note: Devices which support Smart Operation Panel, user can browse and select a
specific folder as scan destination folder.
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5 Scan to OneDrive for Business Smart Operation Panel

5.1 Scan to OnebDrive for Business Smart Operation Panel Screens and
Operations

This section provides an overview of the Scan to OneDrive for Business application and
its operation on a Smart Operation panel supported devices.

Screen Shot

"™ Integrated Cloud Environment

&& OneDrive
for Business

FlexRelease CX OneDrive

Evernote

Press the ICON on home screen to launch Browser NX application with Integrated
Cloud Environment URL.

Integrated Environment application portal is displayed. Press on ‘OneDrive for
Business’ ICON.
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C
Scan To
¢ OneDrive Folder
S Format PDF
[} Register Paper Size Auto
OCR off

& Users

# Home Color m Duplex off

File Name  Enter File Name

Note: Before scanning a preregistered user need to be selected by pressing ‘Users’ button.
Following Settings are available:

1. Mode: Color or Grayscale

2.Scan File Format:  PDF or JPG

3. Duplex: Simplex or Duplex

4. OCR: Off, Text, PDF, Word, Excel

5. Page Size: Auto, Letter, A4, Legal, 11x17 or A3

Note:

1. Select Size as 'Auto’ for all standard sizes recognized by MFP.

2. Use ‘Letter’, '‘A4’, ‘Legal’, ‘A3’ or ‘11x17’, if you are scanning non standard sizes like ‘Receipts’ etc,
depending on the size of paper.

File Name: Max Chars (32)

Home: Return to Main Menu screen [Application List]

Users: Pressing this button opens a pop up dialog, which contains list of pre-registered users through
OAuth.

Register: Pressing this opens a dialog, user can enter their Microsoft account Email address to start user
registration process

Scan: Scan documents to OneDrive for Business

Send scanned image with OCR: When checked both Scanned image and OCR file is uploaded. This
setting is available only when OCR setting is not 'Off’.

File Name: Touch the edit box next to Flename, this will open up softkey board. Enter file name [Max 32
Characters] of the document to be stored in OneDrive for Business. If flename is not entered filename
with Time stamp and 3 digit random number is created. See Appendix for details.
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User Selection

Select a user:

Search

Jay

JayOneDr Jayasimha Nugghealli

old NoCreationDate

0527 2015

Pressing ‘Users’ button displays the pre-registered users list.
Select your user id from this list.

C
Scan To jay@ricoh-act.com
ket Format PDF
. Paper Size
[Z] Register P e
OCR off

A Users

# Home Color m Duplex Off

File Name  Enter File Name

D e

Once the user is selected in the previous step, User's email address & User’s scan
folder is shown next to Scan to and Folder respectively.
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Folder Selection
C

l/,

Getting Folders..

I

Pressing ICON displays folder selection dialog box.

Select folder

[

Shared with Everyone

Scan

Notebooks

Pressing this displays a new folder creation dialog box.

Pressing this switches the dialog in to folder selection mode from folder browsing
mode

Pressing this dismisses the dialog
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Pressing this arrow next to the folder name displays sub folders under that folder
Search Filter

Search Pressing this displays soft keyboard, enter a search keyword. A filtered
folder list based on this keyword is listed.

New folder

Fa
| Folder Name
A

Please name your new folder

Pressing this in ‘Select folder’ dialog displays a new folder creation dialog box, as
shown
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Select folder

@ Shared with Everyone

@ Scan

€ Notebooks

Pressing this in Select folder dialog switches the dialog in to folder selection mode
from folder browsing mode. Select the Scan folder in this view

C
Scan To jay@ricoh—act.com
Folder /Notebooks ﬁ
OneDrive Format o
: Paper Size
[#] Register P Auto
OCR Off

A Users

# Home Color m Duplex Off

File Name  Enter File Name

(D s

Selected folder in previous step is displayed next to the ‘Folder’ label.
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Messages During Scanning [Smart Operation Panel Only] ‘

C
0 Scan job has been Stopped.
1172302388 -
When Scanning is interrupted
C
0 Device is not ready.
117230288 2
Device is not ready
C
0 Scan has canceled.
117230288 2
User has cancelled Scanning
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0 Set next original(s) within 55 sec. Then press [Continue].
If none, press [Finish].

117230288 v

Message during scanning from glass

l/,

Scanning..

Spinner during Scanning

l/,

Uploading..

Spinner during Uploading scanned image to ICE Server
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6 Appendix

6.1 Scan File Name
The “Scan File Name” by default will have following format:

Scan File Format File Name
PDF YYYYMMDDHHMMSS_XYZ.pdf
JPG YYYYMMDDHHMMSS_XYZabcd.jog

YYYYMMDDHHMMSS = Time Stamp based on MFP device
XYZ = 3 digit Random Number

Abcd = Counter, Starting from 0001 [If multiple pages are scanned with the Scan File
Format set as JPG, for each page, one JPG file will be generated, also if OCR is
selected, a separate OCR files is generated for each page scanned.]

OCR File Format File Name
PDF Scan Image file name _OCR_a.pdf
Example:

1. YYYYMMDDHHMMSS_XYZ_OCR_a.pdf
2. YYYYMMDDHHMMSS_XYZabcd_OCR_a.pdf
Word Scan Image file name _OCR.docx

Example:
1. YYYYMMDDHHMMSS_XYZ_OCR.docx
2. YYYYMMDDHHMMSS_XYZabcd_OCR.docx

Text Scan Image file name _OCR.txt

Example:
1. YYYYMMDDHHMMSS_XYZ_OCR.txt
2. YYYYMMDDHHMMSS_XYZabcd_OCR.ixt

Excel Scan Image file name _OCR.xlsx

Example:
1. YYYYMMDDHHMMSS_XYZ_OCR .xIsx
2. YYYYMMDDHHMMSS_XYZabcd_OCR.xlsx

Note: If the user enters a ‘File Name' in the scan settings screen,
YYYYMMDDHHMMSS_XYZ' will be replaced by user entered name.
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6.2 Messages related to Scanning
Message Condition

@ Scanning...

While Scanning in progress. This
message is displayed.

@ Scanning was finished.
This message is displayed momentarily,

when scanning is finished.

@ An error has occurred during scanning.
If any device error occurs during

scanning. This message is displayed.

@ No original(s) on ADF or the exposure
QLass.l . This screen is displayed when no paper
Sef original(s). is inserted in ADF or on the platen glass.
@ Ready to scan.
Set the next original(s) within 58 sec, When scanning is done from the platen
then press the Start key. glass the user is prompted to insert the
If none, press (#), next sheet of paper, or to complete the

scan job by pressing the (#) button.
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Messages During Scanning [Smart Operation Panel Only]

o Scan job has been Stopped.

Screenshots show some of the messages
during scanning.

117230288 v

When Scanning is interrupted

C
0 Device is not ready.
117230288 2
Device is not ready
C

o Scan has canceled.

117230288 -

User has cancelled Scanning
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0 Set next original(s) within 55 sec. Then press [Continue].
If none, press [Finish].

117230288 v

Message during scanning from glass
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6.3 Scan to OnebDrive for Business Application Limitations

1. When performing OCR and uploading the file to the external service, the job is
run in the background on the application server. There is no feedback to the user
on MFP panel with respect to completion or failure. During the Scan operation
on the MFP user gets nofification only related to the transfer of the scanned
image from the MFP to the application server.

2. Refresh tokens are good for maximum of 90 days. This is a limitation of OneDrive
for Business service. Due to this registered users will be deleted if the refresh
tokens are invalid.

User need to re-register to use the application.
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7 Notes:

Please use this page, and the following page, for future reference information.
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