
Ricoh Copy Machines

Copy machines are located throughout the school district for your printing, coping, and

scanning needs. Each person is given a print/copy code and an allotted amount of $14 a

month. Copies cost 5 cents for each colored page and 1 cent for each black and white. Please

take notice that the desired color option has to be selected before making copies or sending

the print job from your school computer.

When sending a print job from your school computer to the copy machines, select the

destination “Ricoh Printers on GPSPrintSrv2.” Print jobs will not print until you go to the

machine and enter your printer/copier code. Print jobs are deleted automatically from the

queue after 3 hours.

The scan feature will allow you to send documents directly to your school email. Once you

are logged into the copy machine, select device functions, and follow the steps to the

scanner. Look for your email at the bottom of the screen to select and scan.

Most copy machines have a badge reader to allow you to swipe your staff badge to login.

Staff badges are issued at the beginning of each school year.

If you have any issues with your badge, email support@greenwoodk12.com.
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