
TOSHIBA COLOR SYSTEMS T05H IBA
BUSINESS SULUTWNS

POWER
Always let the copier go to sleep,
NEVER turn power on and off by switch. Use the
ENERGY SAVER button to manually change
awake / sleep status.

m
1" ”L: lg;

Service and Supplies
Call the number listed on the sticker for service or supplies. They
will request the machine ID number also printed on the sticker.

Copying Small Images from the glass
Close the cover all the way when scanning or copying small images to avoid excess
toner build up on the paper or dark boarders. If the screen at top states— change to
correct paper size, choose the appropriate paper drawer on the touch screen to regis-
ter the paper size.



TOSHIBA SYSTEMS TOSH IBA
COPY FUNCTIONS ausmess snTLUTInMs

Full Color— counts as a color charge, uses all toners to produce black

Auto Color — detects color and/or BW and charges as appropriate

Black - all images count as black (best option) *For color systems only

JOB STATUS - Delete and pause jobs, Print logs (SEND for fax confir-

mation pages), paper supply, toner levels.

APS - Auto Paper Selection Move slider to lighten or darken an image.
LT - 8 1/2 “ x 11” (A4)

Proof Copy gives one set to review.

tapping on the drawer image EDIT TAB
Omit Blank Page

IMAGE TAB Time and Page Number Stamp

Backround Adjustment Book Copying Functions

Adjust SaturationSharpen Image Shift

Color Balance Inserting Pages

Background And more



How To ADD CONTACTS To THE TO5H IBA
ADDRESS BOOK BUS'NESS SOLUTIONS

1. Press the <user functions> hard button

2. Select the <address book> key on the screen

3. Select an empty address slot and press <entry>

4. Enter the address information and press <ok>
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BASIC SCAN 0PTI0Ns ON THE T05H IBA
TOSHIBA SYSTEM BUSINESS SOLUTIONS

Select the SCAN Hard Key 0n the control Panel.

1. Scan To e-File: Scans documents to boxes which are saved to be printed on demand. Documents are stored on
the system Hard Drive. Print stored documents using the e-flle hard key

2. Scan To File: Scans and send documents to network folders or folders on the desk top.

3. Scan To E-Mail: Scans and send documents as attachments to selected email addresses.

4. Scan to USB: Scan documents to Flash Drive inserted in the USB port on the system.
Can scan PDF, TIFF, XPS ( JPEG and Slim PDF in Full Color only).

5. SCAN SETTINGS: Set Resolution, Black and White, Full Color, Auto Color, single or two sided, Paper size, etc.

6. PREVIEW: Shows preview of document and allows for adding or removing pages.
Allows for scanning from both the glass and document feeder. Can lay documents on the glass or in the document feed-
er, Press start key until finished#then OK to send.



BASIC FAXING FROM THE TOSHIBA
TOSHIBA SYSTEM BUSINESS SOLUTIONS

To send a fax—Place the documents to be
faxed face up in the document feeder.

1. Press the fax button
2. Either select the recipient from the ad—

dress book or seiect the key pad button
and dial the phone number.

3. If the originai document is 2 sided, select
the Option tab.
Select the 2-sided scan and close.
Press the SEND or START button.
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TOSHIBA SYSTEMS T05H IBA
Bypass Tray ausmess smunoms

USES: Note:
1. Infrequently used Sizes If your system iS with a

2. Thick media paper holding lever, aS

3. Colored paper directed
4. Envelopes on the tray
5. Labels diagram.

Bypass Menu
Change size
Paper Type
Zoom

Oriqiml

Paper Type < 7
Bypass Feed

Select appropriate paper type. Elect Paper tyne for Bypass limit

Plain Thick

‘E."ick Pr inlwd

The thicker the paper, the im—ziémway
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ua-Imcwl
K

Higher the fusion temperature.

If you experience smearing,

Rmytlvd Paper l Ilglgi’ Enumlmw
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go to a higher thickness. Thick-1 i we 2

max-i rail..ii;;i

Ey Printed
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If you forget to change to a thicker
Setting, the next images will have

k
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i
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Excess toner on them. Run several
sheets of paper until clear then go

Cdrn'nrl

to a thicker setting.



TOSHIBA SYSTEMS T05H IBA
TEMPLATES BUSINESS SOLUTIONS

TEMPLATES - You can create a template with several functions that are frequently used SO that
they can be employed whenever you want by recalling the template, thus eliminating the need to per—
form complicated settings every time. Templates can be used in copying, scanning and sending a fax.

REGISTRATION
Set all required functions from basic screen

(finish, count, duplex, etc.)
Press Template
Select Registration tab
Select an open box, or existing box
Press Open
lf not already named—Enter Box Name,
then OK, OK
Select empty template button
Press Save
Enter Template Name- Password is
ophonal
Press Save
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TOSHIBA SYSTEMS T05H IBA
E'Fmng (setting UP user Boxes) BusmESS SOLUTIONS

E-Filing
Public Box - All users can access it, SO it is suitable tO store Shared
documents which any user may need tO work with. Since the public box is a built-in system box, you cannot

change the name Of the box / create a new box / delete the box.
User Box - The user box is an e-Filing that each user can create. The user box can be protected by a password to limit

access. It is suitable for specific users or an administrator to store confidential documents. You can also

create a user box without setting a password. In this case, all users can access the user box as well as the

public box. (Up to 200 user boxes can be created.)
Folders - You can create folders in each box. However, you can create only one level of folders within each box. You

cannot create subfolders within folders. Folders are set up through the Top Access web tools

3 Up to 400 documents can be stored in a box or folder. / Up to 200 paqes can be contained in a document.

Creating User Boxes
Press e-Filing button on control panel
Press BOX SETTING tab
Select an Open button
Select Setup
Press Box Name, enter name
Password (Optional)
Press OK

hNOUNU'wXl—-

BOX NUMBER:

UserBox 1 0

Box No : 011



TOSHIBA SYSTEMS
E-Filing (Scanning) *3:

Storing to e Filing
By Scannlng

Press SCAN button on control panel
Press e FIlIng button
Select box
Select DOCUMENT NAME, Press Clear, Name Doc—
ument, press OK

U1

ANGOA

Press SCAN SETTING to adjust resolution, color,

TOSHIBA
BUSINESS SOLUTIONS

E

2 sided (book), etc.
6. Press SCAN or START SCal'I
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STORE TO E—FLING
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TOSHIBA SYSTEMS T05H IBA
E-FllIng (Storage Tab) BUSINESS SOLUTIONS

Storing to e Filing and making a copy
usmg the Storage Tab
1 On copy screen select Single or 2 Sied color/

B&W, fnIShIng (stapllng) If avallable
Select STORAGE tab
Select STORE TO E—FILE
Select BOX / FOLDER
Select Box and Enter Password (if required)
PreSS OK to store in box _ OR_
Select folder, then OPEN, then OK
Press DOCUMENT NAME clea and renamer
PRINT -YES OR NO (to also prIntS a copy)

1O Press START
hg setngs ll also be stored and set to print when

document is printed from the E-File Box

¥NN®w©mw

BOX NUMBER:
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BOX NANE

FOLDER NAME
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TOSHIBA SYSTEMS
E-Filing (From Computer)

TOSHIBA
BUSINESS SOLUTIDNS

Storing documents to an E-File Box using the print driver
With the document open - Select File Print (Document can be any file type)

Select Properties
From the Print Job drop down tab - Select Store to e-Filing
Select the box to store, and check the PRINT box to PRINT AND STORE the document.
Press OK
If finishing options are selected, they will automatically be set when printed from the E—File Box
Select OK

Select PRINT

§O)O1NOJ‘-—

The document will be stored in the E-File Box with the same file name from the
Computer. Names can be edited through the Top Access web tools
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TOSHIBA SYSTEMS T05. H IBA
Copy & File (Storage Tab) BUSINESS smunoms

Make a copy and send to network folder at the same
time— (Scans and prints in 600dpi - B&W Only )
1. Select Copy /Scan settings—Single/Zsided, FINISHING, Omit

Blank Pages (under edit tab-second page)
. Select STORAGE tab
. Select COPY & FILE
. Select the destination folder-Enter password if required
. Select FILE NAME to rename file
. Select FILE FORMAT (PDF, TIFF, XPS) and OK
. Select START

Press FC ( Function Clear ) when finished

STORE TO EWFILING COPY & FLE

. BOX / FOLDER BOX No.
D

BOX NAW

‘FOLDE NANE

DOCWENTNANE 110510
}

i HESEr JI CANCEL i I OK I
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TOSHIBA
BUSINESS SOLUTIONS

TOSHIBA SYSTEMS
Print Driver Functions Page 1

Number of copies
Orientation
Color

Default is BW,

(Optional) Code

FINISHING TAB PAPER HANDLING TAB ‘ ' ‘

Copy
2
Staple
Hole

Handling - Sorts
Sided Printing - flip long side or short side

—orientation determines position
Punch - orientation determines position
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TOSHIBA SYSTEMS
Print Driver Functions Page 2

TOSHIBA
BUSINESS SULUTHDNS

Choose option that encompasses largest
amount of print on page. Presentation is
best for equal combination of images and text.

m \\ohio'fileserv\cl.E~GEM Properties r

T
am arming Paperuwnng lma9eGuuIRvlareu louml

Prim Job:

Normal Print ~ A Image Quality Tm:

From Name

Phatogmuh

Presentation
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Advanced

Setting i
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Setting I Delete l
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r
Save PM". l were

Reuters Waults

OK I Cancd Help

' OTHER TAB



TOSHIBA SYSTEMS T05H IBA
Overlay and Watermark Printing B‘Usmgss smunows

Open new Word document
Insert logo, text or both (leave document open)
Select > Print, > Toshiba Printer, > Properties
Under “Print Job” Seiect > Print to Overiay File
Select > OK, > Type name of file
Select > OK, Select > OK, Select > Print to
Save document
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OverlaylmageNamewm N I
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OverlaylmageNamal
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BUSINESS S

Toshlba Businesss
7850 Hub Parkway

Cleveland, OHM1

PaperSourw

Paper‘l'ypa

Plain '
Destination:

a Tray2 '

To Print On Overlay File: Settinqs...

Open Word and type letter (leave room
Select > Print, >Toshiba Printer, >
Select “Effects” tab
Select Named Image under “Overlay

Select > OK, Select Print

at the
Properties

image”

top)

Letterhead will print on top of the document
TOSHIBA
BUSINESS SOLUTIONS

Toshiba Buslness Solutions
7850 Hub Parkway
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Please find enadli'
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1 r negative/paw“

i
I' 5mm print lav mixed sin at mienmion dvcumun

DearMary.

Please find attached the information that you requested.

Ifyou have any questions, please letme know.

Sincerely,

sincerely.

[w w , n,”



TOSHIBA SYSTEMS
TopAccess

TOSHIBA
BUSINESS SDLUTIDNS

IE9 “ohm-mesemamw Pmpgrties
" '

Locate TopAccess from the
“Others”

tab in print driver Add to
Favorites when it opens the Device screer

Device
iD Number
System Accessories
Paper Supply
Toner levels
Avaiiable Memory
Alerts

i Basic I Hnishing i Papar Handling I h'naga Quality I Wed I W95 I
Print Job:

Nonnal Flint ' J
Dsfault Menu Swing:

Basic

I” TunerSave

I— Do not Flint Biank Page:

F Lanemead Print Mode

iiustom Papa Size

PostSuipt Settings

User name (Nias):

v

mphanegar
> gnAc§

i

Graphioe Tad Dupaitment: l—
- Prank

None

Save

v

Pmnle I Delete I
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Job Status

(I ncomplete jobs)
Hold and Private Prints
Fax and Scan
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Print Jon

I
Dalsia Ralaass ‘
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TOSHIBA SYSTEMS T05H IBA
Top Access BUSINESS SDLUTWNS

Job Status

Department

Department management

Enter a department code to access department counters

To confirm, create or modify the department information, enter the Administrator's password.

Department Code

Count
View total counts for
all job types
View department
counts by code

(if enabled)

Department Codes — count and/or set limits on user functions like color printing
Scan to email - directly scan to an outside email address
Scan to file - scan directly to network
folders
Fax Forward — incoming faxes forward
directly to a network folder or email

User Management l Administration Tabs: requires admin login

If needed, Toshiba Helpdesk can assist in the setup of the following features

w

Registration
Name & Organize Templates
Manage Address Book
Set Inbound Fax (call Toshiba
Help Desk for this)

DOVlCe Job Status

Address Book

Address Book

Contact: i m

Add Address Search

Logs Registration COUMef UserManageme
‘

Group

E Lon‘WeIlZel lon.weltzel@lbsotosnlbaoaom

15 mm
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