
Steps to add/edit user in
address book



1.1 Create/go to existing folder and share the folder

1. Right click the folder and choose[Properties]

2. Click [Sharing]

3. Click [Share]

5. Set “Permission Level” for all 
listed account to [Read/Write]

4. Click [Add] and add your login user account

6. Click [Share]



1.2 Create/go to existing folder and share the folder

7. Click [Advanced Sharing]

8. Tick [Share this folder]

9. Click [Permissions]



10. Click [Add] and add your 
login user account

12. Tick all 3 checkbox 
under [Allow]

11. Select the login account

14. After check the checkbox 
for all accounts Click [ok]

1.3 Create/go to existing folder and share the folder

15. Copy this path

13. Repeat step 10, 11 & 12 for 
“Everyone” and “Administrators” account



2.1 Open a browser and enter Printer’s IP address

[Printer’s IP]



1. Click [Login]

2. Click [Login]

2.2 Login to Web interface

For MY
Username : admin
Password : password or [blank]

For SG
Username : admin
Password : [blank]



2.3 Go to address book

1. Click [Address Book]



3. Select user to make changes or [Add] to add new user

1. Tick on the 
user to be make 
changes

2. Click [Change] 
to make changes

Click here if to 
add new user.



3.1 Tick the options to be add/edit.

#After done selection click [Go to Next]

Tick this to set display name

Tick this to add/change email address

Tick this to add/edit folder path to set scan to folder 
features

Tick to set/edit printing password for current user



To add/edit email address(cont)

Key in the email address

Then click [Go to Next]



To add/edit folder information(cont)

Key in the PC Login password

Click the [on]

Then click [Go to Next]

Enter PC Login name

Paste the copied path in step 1



Final steps(cont)

Review and confirm the
updated details

Click [OK] if all correct 
Click [Back] if need re-edit



Open [Turn Windows 
Features on or off]

4.1 Go to start and search “features”



1. Tick on all
“SMB1.0/CIFS File Sharing Support” 

& “SMB Direct”

4.2 Scroll until you found “SMB1.0/CIFS File Sharing 
Support” / “SMB Direct” 
#Some PC might not have this features, may skip it and proceed to the next step#

2. Click [ok]



Open [Services]/[Local Services]

5.1 Go to start and search “services”



1. Double-click on “Function 
Discovery Provider Host” 

5.2 Scroll until you found “Function Discovery Provider 
Host” & “Function Discovery Resource Publication”
#Some PC might not have this features, may skip it and proceed to the next step#

2. Change the Startup Type 
to “Automatic”

3. Click “ok”

4. Right-Click “Function Discovery 
Provider Host” and click [Restart]

5. Repeat step 1 to 4 for 
“Function Discovery Resource Publication”



6.1 go to [settings] then choose [Network & Internet]



6.2 Change the network profile to “private”

2. Change the Network Profile 
to “Private”

1. Go to [change connection 
properties]



6.3 make change on [sharing options]

2. Turn on both [Network discovery] 
& [File and printer sharing] for all 3 
profiles

1. Go to [Sharing options]

3. Click [Save changes]



7. Done.

or you may download the executable script from below 
link to skip step 4 to 6.

After download the file, right-click and [Run as Administrator]

https://www.dropbox.com/s/btfoytvzvbvcx4d/Ricoh%20SMB%20setting.bat?dl=0


• Please do not hesitate to contact me if you have any doubts.
✓Office @ (SG)6634 1883 (MY)607 556 2889

✓Email @ bluezliang@newscan.com.my

✓ @ +60177021207 - Bluez Liang

mailto:bluezliang@newscan.com.my
https://api.whatsapp.com/send?phone=60177021207&amp;text&amp;source&amp;data

