
WWW.MyRicoh.com 

 

Web page for placing service call, meter reads, and ordering supplies. 

 

 

 

If you are already registered on MyRicoh.com, sign onto the web site.  

Enter your login which is always your email address, and password and 

click on login.  

If you do not have a login and password click on Register. * 

*If you have ever received an email from Ricoh requesting a meter read 

you are already registered in our system.  However, you may not have a 

password.  If so, click on Forgot Password and enter your email address.  

Submit and you will receive an email with a temporary password.  This 

email usually takes a few minutes to come in.  When you log in the first 

time with the temporary password, you will receive a prompt to change 

http://www.myricoh.com/


the password.  Passwords must be at least 8 characters, include letters 

and numbers, and have no repeating characters, meaning you can have 

the same letter or number more than once, but they cannot be next to 

each other. 

If you are unsure if you are registered or not, click on Forgot Password, 

enter your email address and Submit.  If you are not registered you will 

get a message that the User Name (email address) is not in the Ricoh 

system. 

When registering you need to make sure you have the Equipment ID 

Number for each device you are registering (this is an 8-digit number 

located on the sticker on the front of the device, above the bar code) 

 

There is no limit as to how many people can be registered to the same 

piece of equipment.  One person will be the Primary contact. 

 

 

This is the screen that you will see once you log in……….. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Supplies This allows you to order supplies, track, and view history.  Click 

on the “radio button” (O) next to the copier for which you wish to order 

supplies.  A list of possible supplies that your device might use will list. 

Supplies that are included in your contract will appear with a zero 

charge.  Enter the desired (recommended) quantity in the field next to 

the desired supply items and either go to Checkout or select Continue 

Shopping to order for another device.   

Please note that staple cartridges take a week to 10 days after install to 

appear as included (zero charge) on the supply site list.  If you are 

unsure if an item is included in your contract, please contact your sales 

representative. 

 

 

To Add a New Copier to Your  Account  Select My Equipment and  

Service tab at the top of the menu.  Scroll to the bottom of the screen 

and enter the new ID number in the Search to Add Additional 

Equipment field.  Click on Find.  The new copier will list above.  Check 

that the model and address are displayed correctly and click on Add.  If 

the device displayed is incorrect, please contact our MyRicoh Help Desk 

either by phone, or Click to Chat.  You will need to contact the My Ricoh 

Help Site if you have copiers that are on different Contracts. 

 

 

Service Request You can place and track a service call, view a 12 month 

service history and escalate an open service request. Once you click on 

service request, this screen will appear (see next page): 



Select the equipment for which you require service and click on 

request. There will be several options (chat to someone, trouble shoot, 

options to try, or continue placing call)  

 

 



If you click on Create Service Request, you will see this screen….. 

 

 

 

Enter information and continue following instructions. 

 

The information will be sent to a technician. 

 

If at any point you have questions or problems you can choose to chat 

live with  a MyRicoh specialist or receive a call from a MyRicoh Agent 

(these options are located within the MyRicoh site).  They may also be 

contacted email MyRicoh@ricoh-usa.com, or call 1-866-239-8494. 

 

 

Knowledge Base This allows you to find answers about your equipment, 

you can search by product, category, keywords, or phrases. 

Manuals and Downloads This will allow you to download manual or the 

most current driver. 
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