
 

Registering Entries in the Ricoh Copier Address Book 
 

1. You will need the IP Address of the copier. If you know this, please skip to step 6. 
 

2. From the Home Screen, choose the “Waffle” icon, then choose “Settings”.  If your copier does not have 
a Home screen, choose “User Tools” and skip to step 3 (“System Settings”). 
 

               
 

3. Select “Machine Features” (if displayed), then “System Settings”. 
 

4. Select “Interface Settings” or “Network/Interface”. 
 

5. The IP Address is listed under “Machine IPv4 Address” or “IP Address (IPv4). 
 

6. Open your internet browser and enter the IP Address of your copier in the address bar, then click enter 
(you may want to bookmark this page for future use). Choose Login in the upper-right. User: admin, 
leave password blank. 
 

 
 

7. Hover over “Device Management” and choose “Address Book”. Choose the “Detail Input” tab, then 
“Add User” 
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8. Fill out the indicated fields (Name: User’s name (20 characters max), Key Display: How they will show 
up on the screen (16 characters max), Email Address: User’s email address): 

 

 
When finished, select “OK” to finish, or “Save and Add Another” to add additional entries. 
We strongly recommend backing up your address book. Please refer to our document “Address Book Backup 
and Restore”. 


