
Scanning PDF/As on the Ricoh Copier 

The default scan setting on the Ricoh copier is to automatically save as a single-page PDF/A. This is to 
ensure longevity for our files in CDASH. Below are step-by-step instructions, including how to change 
over to multi-page scanning. 

What is a PDF/A file? 

PDF/A is the standard format used around the world for archiving electronic documents. It allows 
documents to be viewed in their original appearance across different software. A PDF/A file differs from a 
standard PDF file in that it forbids features that aren’t suitable for long-term archiving. It is also self-
contained, with all of the elements such as content, fonts and color information embedded within the 
file. This means the document can be viewed and reproduced exactly as it was originally created, 
regardless of the device being used. 

Background 

Review CDASH Admissible Media webpage, paying special attention to PDF/A Format Profiles section. 
This section outlines preferences for creating PDF/As, including which CDASH document types 
(correspondence, demo memos, etc.) are appropriate for PDF/A (versus TIFF). 

Instructions for Scanning 

Note that if you want to scan a multi-page PDF, you may need to change to this setting. Here are the 
steps: 

1. Tap Scanner 

 

https://c-dash.github.io/Documentation/media_format/index.htm


2. Tap Send Settings 

 



3. Tap File Type 

 



4. Tap Others

 



5. Tap the file type area next to PDF (either single or multi-page)

 
6. Select PDF/A 

 
7. Tap the back arrow to return to settings, or tap Scan to begin scanning 

 

 

 



When you find your file in the HistScan folder, you may notice that the file extension for a PDF/A is the 
same as a regular PDF (.pdf). To confirm your file is in PDF/A format, open the file and look for this 
message in Adobe: 

 

 

Additional settings: Consider bumping up the density to a darker setting on handwritten documents so 
the writing comes through more clearly. 

Do not use the copier to create JPEG or TIFF images. Instead, use the Epson scanner (see separate 
instructions). 


