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How to create an App Password for a
Gmail Account

1 Click "Address and search bar" and type "google.com" then enter

https://www.metrosales.com/knowledge-base/
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2 Click here

3 Enter your Google Username and Password
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4 Click here

5 Click "Manage your Google Account"
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6 Click here

Alert! - 2-Step Verification must be enabled to complete this process!

From the "Security" tab:

Scroll down to the How you sign into google section and click 2-step verification.
(Note 2-step verification needs to be turned on for app passwords to be available)!

https://support.google.com/accounts/answer/185839?hl=en&co=GENIE.Platfor
m%3DDesktop

https://support.google.com/accounts/answer/185839?hl=en&co=GENIE.Platform%3DDesktop
https://support.google.com/accounts/answer/185839?hl=en&co=GENIE.Platform%3DDesktop
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7 Type "App Password"

8 Click here
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9 Click "App name"

10 Type "Ricoh Scanner" or something similar to identify your app password
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11 Click "Create"

12 Click here
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13 select or highlight the new created app password and Press Ctrl + C

14 Open Note Pad on your PC
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15 Press Ctrl + V to paste the app password

16 Remove the spaces in the app password
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17 Select the app password and Press Ctrl + C

Tip! If you have a password manager program such as 1password, last pass, or
similar you can store your app password there for easy retention
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18 Click "New Tab" in your web browser

19 Click "Address and search bar"
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20 Type the IP Address of your Printer and press Enter

Follow this link if you do not know your IP address: https://www.metrosales.com
/wp-content/uploads/2022/08/How-to-Find-the-IP-Address-of-Your-Ricoh-Copie
r.pdf

21 Click "Login"

https://www.metrosales.com/wp-content/uploads/2022/08/How-to-Find-the-IP-Address-of-Your-Ricoh-Copier.pdf
https://www.metrosales.com/wp-content/uploads/2022/08/How-to-Find-the-IP-Address-of-Your-Ricoh-Copier.pdf
https://www.metrosales.com/wp-content/uploads/2022/08/How-to-Find-the-IP-Address-of-Your-Ricoh-Copier.pdf
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22 Click "Login User Name :"
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23 Type "admin" Return

This is the default username for your Ricoh Printer (must be lowercase "admin")

and then Press "Login"

  • Note the default Password is blank/empty
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24 Click "Configuration"

25 Click "Email"
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26 Scroll down the the SMTP section - SMTP Auth. Password - Click "Change"

27 Click "New Password"
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28 Press Ctrl + V

to paste your app password from notepad created in previous step

29 Repeat process in the "Confirm Password" section
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30 Click "OK"

31 Go to scanner and confirm scan to email is functioning properly again.


