
 

 

 

If you are experiencing difficulty in completing your online 

application, please forward your resume and salary  

requirements to  

hr-tj@ricoh-usa.com or FAX to 973-244-2645. 

 

 

 

For instructions on how to apply using our site, please refer to 

the following instructions.



Ricoh Careers Home Page 

 
Basic Search  Enter keywords to search for job openings that match your area of expertise. 
 
Advanced Search  Click on the Advanced Search link to search for jobs by location, category, job function 

and other additional criteria. 
 

User Name & Password If you have created a User Name and Password on our site, please use them now to login 
to the Ricoh Career site as a registered user. 

 
Login Help Click on the Login Help link to get your User Name or password emailed to you. 
 

 



How to Register on Ricoh Careers 
 
Click here to Register Click on the “click here to Register” link to begin the registration process. 
 

 

Click here to 
begin the 
registration 
process. 

 



How to Register on Ricoh Careers 
 
User Name  Enter a user name. 
 
Password Enter a Password of your choice. 
 
Confirm Password Reenter the password. 
 
Register  Click the Register button to save your changes. 
 

 

Click the Register button 
after entering a user 
name, password and 
confirming the 
password.   

 
 
 



How to Register on Ricoh Careers  
 
My Profile Click on My Profile 
 

 

My Profile  

 
Edit Profile Click this link to enter information about your self such as name, address and/or email address. 
 
Add Attachment  Click this link to add attachments such as cover letters and references. 
 

 

Edit 
Profile   

 



How to Register on Ricoh Careers  
 
Change Password Click this link to change your password. 
 
Name  Enter your name. 
 

 
 



How to Register on Ricoh Careers  
 
Address Enter your address.   
 
Email Address Enter your Email Address.  To add another Email Address, click the Add Another Email Address link. 
 
Phone Select the Primary Phone Type and enter your phone number.  To add another phone, click the Add 

Another Phone Number link. 
 

 



How to Login to Ricoh Careers 
 

User Name  Enter the User Name you registered on Ricoh Careers. 
 
Password  Enter your password. 
 
Login Click the Login button. 
 

 

Enter your 
User Name 
and 
Password. 

Click the 
Login button

 



What to do if you forgot your username or password 
 
Login Help Click the Login Help button on the Ricoh Careers page. 
 

 
 
Choose one of the following: 
 

Forgot your password? Enter your User Name and click the Get New Password button.  Your password will be 
reset and an email will be sent to you with your new password. 

 
Forgot your User Name? Enter your Email Address can click the Find User Name button.  An email will be sent 

to you with your User Name. 
 

 

Enter your User 
Name and click on 
Get New Password 

Enter e-mail address 
and click on Get 
Find User Name 

 
 
 



How to Search for Jobs 
 
Basic Job Search Enter keywords to search for job openings that match your area of expertise. 
 
Advanced Search  Click on the Advanced Search link to search for jobs by location, category, job function and other 

additional criteria. 
 

 
 



How to Search for Jobs 
 
Advanced Search  Enter the desired criteria to search for jobs by location, category, job function and other 

additional criteria. 
 

 



How to Search for Jobs 
 
Click on the link for any job you wish to view. 
 

 

Job Link 

 



How to Apply to a Job 
 
Apply Now After finding a job you wish to apply to, click the Apply Now button.  
 

 

Click the 
Apply Now 
button to apply 
for this job 

 
 

Choose Resume Select how you would like to provide a resume and click the Continue button to proceed. 
 

 
 



How to Apply to a Job 
 
Complete information under each of the following links:  Education and Work Experience, Referral Information and 
Online Questionnaire. 
 

Complete 
information 
under each of 
these links 



How to Apply to a Job 
 
Enter your preferences 
 

  
 
 
 
 
 



 
 

How to Apply to a Job 
 
Complete Education and Work History.  Click on the Add Work Experience, Add High School Education History, Add 
College/University Education History, Add License and Certifications, Add Languages, Add Honors and Awards and Add 
References links and complete the requested information. 
 

 



 
How to Apply to a Job 

 
Complete the Referral Information. 
 

 
 
 
 



How to Apply to a Job 
 
Complete the Online Questionnaire (this may not appear for all jobs). 
 

 
 
 



How to Apply to a Job 
 
Successful Submission of application 
 

 

Success 
submission of 
application 
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