Ocean County College
Copier Quick Reference Sheet

Welcome to the Toshiba e-Studio 451c!  The Toshiba e-Studio 451c is a multifunction device with the ability to copy, print, fax and scan.  This quick reference will help you through the basic machine operations.  To learn more please contact Office Services x414 to schedule departmental or individual training.  Important Note: Do Not turn your copier on and off, allow it to enter power saver mode.
To order supplies or place a service request contact Office Services x414.

Making a Copy

Enter your departmental access code.  Codes are 5 digits long, if your code was 3 or 4 digits previously you will need to add zero’s to the end.

Place originals face up in the document feeder.

Enter the number of copies.

Press desired finishing options.


Press the simplex button for double siding options.



1 to 2, 2 to 2, 2 to 1, book to 2


Press the non-sort button for finishing options.


Sort (collate), group, staple, double staple
Press Options as desired.  Original type / Exposure / Zoom / 

Press the [START] button

When you are finished, press the [Function Clear] button twice to return to the code input menu.

Making a Transparency

Enter your departmental access code.  Codes are 5 digits long, if your code was 3 or 4 digits previously you will need to add zero’s to the end.

Place originals face up in the document feeder.

Place Transparencies (3M PP2260 / PP2200) onto the bypass feeder with the sensing stripe face up.

Press [MEDIA TYPE] and select transparency.

Press [ENTER] then the green START button.

When you are finished, press the [Function Clear] button twice to return to the code input menu.

Printing

Open a file and select [PRINT] from the [FILE] menu.
Select the Toshiba e-Studio copier and click [PROPERTIES]

Use the tabs to configure your document.  The features available through the copy function are also available as print options.

Setup Tab: Single or Double side / Staple and Sort options / Number of Copies
Click [OK] to save the settings.

Click [OK] or [PRINT] to print the document.

Printing from Datatel

To print a screen from Datatel  

Double click the Printkey 2000 icon located in the lower right tool bar.

This takes a snapshot of the current screen and opens a print window.

Press the [print] key located in the upper right corner of the print screen.

To print from a query in Datatel


Select the copier as the printing device.

Fax
Please Note – Dialing permissions remain the same.

Faxing from Windows:

Open a file and select [PRINT] from the [FILE] menu.

Select Toshiba e-Studio series fax as the printer

Select [PROPERTIES]

To add a cover sheet, select one from the menu.


If you check Sender Information – proceed to the Sender Tab and include you information.

Display the [SEND] Tab and specify recipients from the address book, or press [NEW] to add the fax number manually.

Faxing from copier: 
Place originals face up in the document feeder.


Press the [FAX] button.

Specify the fax number. Example: 9 – 732 – 255 -0444  /  9 – 1 – 609 – 255 – 0444

To add the long distance code, press [monitor pause] twice then add your code.


Press the [START] button.
When you are finished, press the [Function Clear] button twice to return to the code input menu.

Scan to File
Press the [SCAN] button.

Place originals face up in the document feeder.


Press the [SCAN TO FILE] button.


Press [FILE NAME]; press {clear} button, use the touch pad to name your file.  Press [ENTER].

Select the file format under “file format” options.



.jpg / .pdf / .tiff


Press {Enter} then {Scan}.

When you are finished, press the [Function Clear] button twice to return to the code input menu.


Retrieve your scan using  Internet Explorer.  



Opening Internet Explorer.  


Select the “Toshiba Scans” shortcut from the “Favorites” menu.



Open the Scan folder



Select your document by double clicking to open the file.



Save your file to your PC.


Retrieve your scan using Toshiba e-Studio Client.



From the Start Menu open Programs 

Select Toshiba e-Studio Client – select Toshiba e-Studio file downloader.

Select {Public Box} – select document to open / save.

Documents will remain in the copier memory for 3 days then are automatically deleted.

E – Filing
E-Filing allows you to store and retrieve documents directly on the copier.  Common use forms can be saved and then printed as needed.  

Setup the E-filing box.


Press the [E-file] button and enter your departmental code.


Select a blank box by pressing the number.  


Name the box and assign a password.

Scanning the Document.


Press the [Scan} button and enter your departmental code.


Press the {Scan to e-file} button.

Select the {box / folder}, select box, when highlighted press {enter} – enter password, press {enter}, contents of folder shown, press {enter}
Press {Document Name, press {clear} button, using the on screen key pad name the document. Press [Enter]


Press {Enter} then {Scan}

Retrieving the Document.


Press the [E-file] button and enter your departmental code.


Select the box your document is stored in – enter code.


Select the document from the menu.


Press {Test Print} to print 1 copy.


Press {Settings} to enter the number of copies using the key pad.


Press {Print}

When you are finished, press the [Function Clear] button twice to return to the code input menu.
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