
































































































































3.OPERATING WITH A CLIENT COMPUTER

Managing Documents    65

O
P

E
R

A
T

IN
G

 W
IT

H
 A

 C
L

IE
N

T
 C

O
M

P
U

T
E

R

7 Click [Close].

 Uploading archived documents

If you have an archived file that has been downloaded from the equipment to your computer, you can upload it to e-
Filing. When you upload the archived file, the file is automatically extracted and documents will be created in the box 
specified.

 If the same name document already exists in the box, the extracted document will be renamed by adding a 3-digit 
number to the original name.

 Do not close the main window and child window by clicking [X]. If you do, uploading the archived documents 
becomes impossible. If you close the window by clicking [X] by mistake, turn the power to the equipment off and 
then on again.

1 In the Document frame on the [Documents] tab, select the box or folder where you want to 
upload the archived documents.

2 If you have selected a box that is protected with a password, the Password Authentication 
window appears. Enter the password and click [OK].

If you enter an invalid password several times to open the box, you may not log in for a certain period since it will 
be regarded as an unauthorized access. When “Box is locked.” appears and logging in cannot be performed, ask 
your administrator.

You can also enter the password of a user with an administrator privilege in [Box Password].

3 Select [File] > [Upload Archived Document].

The Upload Archived Document window appears.
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4 Click [Browse].

The [Choose File to Upload] dialog box appears.

5 Select the archived file to be uploaded and click [Open].

This will return you to the Upload Archived Document window, and the folder path of the selected file will be 
displayed in the [Archived File] box.

6 Click [OK].

The confirmation dialog box appears.

7 Click [OK] to start uploading the archived file.

If you select an archived file unsupported in your model or a file other than an archived one, an error message 
appears. In that case, select the correct archived file and try again.
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8 The Upload Archive Document window shows the process of uploading. During the uploading 
process, you can quit uploading by clicking [Cancel].

When uploading the archived file has been completed, “Your document has been uploaded successfully” is 
displayed.

Do not perform any operation while the e-Filing web utility is running.

9 Click [Close].

The documents are added to the selected box.

 Sending Email
You can send the selected documents as Emails from the e-Filing web utility.
When you perform this function, the equipment creates an Email with the selected documents as an attached file and 
sends the Email directly from the equipment.

 To use the Send Email function, the Email configuration of the equipment needs to be set by the network 
administrator.

 When using a multifunctional digital color system (color MFP), you can send e-Filing documents as Emails only 
when they have been saved under the conditions noted below. Check the document properties before sending the 
documents.

- Documents which were saved with the copy function of the equipment in the black - Text/Photo or black - Text 
mode

- Documents which were saved with the scanning function of the equipment
- Documents which were saved with the received fax/Internet Fax transferred function

1 In the Document frame on the [Documents] tab, select the box or folder containing the document 
that you want to send as an Email.

To use this function, the scanning function is required.



3.OPERATING WITH A CLIENT COMPUTER

68    Managing Documents

2 If you have selected a box that is protected with a password, the Password Authentication 
window appears. Enter the password and click [OK].

If you enter an invalid password several times to open the box, you may not log in for a certain period since it will 
be regarded as an unauthorized access. When “Box is locked.” appears and logging in cannot be performed, ask 
your administrator.

You can also enter the password of a user with an administrator privilege in [Box Password].

3 Select the check box of the document that you want to send as an Email and select [File] > [Send 
Email].

The Send Email page is displayed.

 Users can also send a document as an Email by selecting the document in the Document frame and selecting 
[File] > [Send Email].

 Users can also send up to 100 individual pages or documents by selecting the check boxes displayed in the 
Contents frame.
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4 Specify the following items as required and click [Send].

[TO: Destination Setting] — Click this button to specify the destination. When you click this button, the 
Recipient List page appears. For instructions on how to specify the destination, see the following section:
 P.71 “Destination setting”
[CC: Destination Setting] — Click this button to specify the CC destination.
[BCC: Destination Setting] — Click this button to specify the BCC destination.
Subject — This option sets the subject of the Email documents. Select [Send data from (Device name) (Box Info.)] 
set by default, or enter the desired subject in the box. When you want to add the date and time to the subject, 
select the [Add the date and time to the subject] check box.
From Address — Enter the Email address of the sender. When the recipient replies, the message will be sent to 
this Email address.
From Name — Enter the sender’s name of the Email document.
Body — Enter the body message of the Email document. You can enter up to 1000 characters (including spaces).
File Format — Select the file format to which the received document will be converted.

 TIFF (Multi) — Select this option to save the scanned images as a multi-page TIFF file.

 TIFF (Single) — Select this option to save the scanned images separately as single-page TIFF files.

 PDF (Multi) — Select this option to save the scanned images as a multi-page PDF file.

 PDF (Single) — Select this option to save the scanned images separately as single-page PDF files.

 XPS (Multi) — Select this option to save the scanned images as a multi-page XPS file.

 XPS (Single) — Select this option to save the scanned images separately as single-page XPS files.

 JPEG — Select this option to save the scanned images as JPEG files. This option is selectable only when you 
have scanned the images with either [Full Color] or [Gray Scale].

Encryption — Set this option for encrypting PDF files if you have selected [PDF (Multi)] or [PDF (Single)] as the file 
format setting.

 Encryption — Select this check box if you want to encrypt PDF files.

 User Password — Enter a password for opening encrypted PDF files.

 Master Password — Enter a password for changing the encryption PDF setting.

 Encryption Level — Select the desired encryption level.

- 40-bit RC4 — Select this option to set an encryption level to the one compatible with Acrobat 3.0, PDF V1.1.
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- 128-bit RC4 — Select this option to set an encryption level to the one compatible with Acrobat 5.0, PDF 
V1.4.

- 128-bit AES — Select this option to set an encryption level to the one compatible with Acrobat 7.0, PDF 
V1.6.

 Authority — Select the check box of the desired type for the encrypt PDF authority.

- Printing

- Change of Documents

- Content Copying or Extraction

- Content Extraction for accessibility

File Name — Select how the attached file will be named.
Fragment Message Size — Select the size of the message fragmentation.
Department Code — Enter the department code if required.
Project Code — Enter the project code if required.

 If the forced encryption setting is enabled, only [PDF (Multi)] and [PDF (Single)] are selectable for the file 
format. For the forced encryption function, refer to the MFP Management Guide.

 Files saved in the XPS format can be used in Windows 7 Service Pack 1 or later, and Windows Server 2008 
Service Pack 2 or later with .NET Framework 3.0 installed.

 These passwords can be re-entered only by an authorized user. Users cannot change the settings of the 
[Encryption Level] box and the [Authority] box noted below if they are not authorized to change the master 
password. The setting of the encryption will become available when either the user password or the master 
password is entered. For details of the encryption setting, refer to the MFP Management Guide. Ask the 
administrator about setting these passwords.

 If the forced encryption setting is enabled, you cannot clear the [Encryption] check box. For the forced 
encryption function, refer to the MFP Management Guide.

 The user password and the master password are not set at the factory shipment. If the master password is to 
be set, ask your network administrator.

 A password must be entered in one-byte alphanumeric characters. The minimum and maximum numbers of 
characters allowed are 1 and 32.

 The user password must differ from the master password.

5 Click [Close].
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 Destination setting

On the Recipient List page, you can specify destinations to send e-Filing documents as Email.
You can specify the recipients by entering the Email addresses manually, selecting the recipients from an address 
book, selecting the recipient groups from an address book, or searching the LDAP server for recipients.
 P.71 “Entering recipients manually”
 P.72 “Selecting recipients from an address book”
 P.73 “Selecting groups from an address book”
 P.74 “Searching the LDAP server for recipients”
 P.75 “Removing contacts from the recipient list”

If [LDAP Authentication] is selected in [Authentication Type], you can choose only destinations that are registered in 
the authenticated LDAP servers. For details of the LDAP Authentication option, refer to the TopAccess Guide.

On the Recipient List page, you can specify up to 400 destinations.

Entering recipients manually

Follow the steps below to manually add a recipient to the Recipient List.

1 Click [Destination Setting] to open the Recipient List page.

2 Click [New].

The Contact Property page is displayed.

3 Enter the Email address of the recipient and click [OK].

The entered recipient is added to the Recipient List page.

4 Repeat steps 2 and 3 to add all the recipients as required.

You can remove contacts once added to the recipient list before saving the destination settings.
 P.75 “Removing contacts from the recipient list”

5 Click [Save].

The contacts are added as the destinations.
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Selecting recipients from an address book

Follow the steps below to select recipients from an address book.

1 Click [Destination Setting] to open the Recipient List page.

2 Click [Address Book].

The Address Book page is displayed.

3 Select the Email check boxes of the users you want to add and click [Add].

The selected recipients are added to the Recipient List page.

 If you want to sort recipients into specific groups, select the desired group name in the [Group] box.
 You can remove contacts once added to the recipient list before saving the destination settings.
 P.75 “Removing contacts from the recipient list”

4 Click [Save].

The contacts are added as the destinations.
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Selecting groups from an address book

Follow the steps below to select groups from an address book.

1 Click [Destination Setting] to open the Recipient List page.

2 Click [Address Group].

The Address Group page is displayed.

3 Select the group check boxes containing the desired recipients and click [Add].

All recipients in the selected groups are added to the Recipient List page.

You can remove contacts once added to the recipient list before saving the destination settings.
 P.75 “Removing contacts from the recipient list”

4 Click [Save].

The contacts are added as the destinations.
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Searching the LDAP server for recipients

Follow the steps below to search the registered LDAP server for recipients.

To search the LDAP server for recipients, an administrator must set up the directory service by using TopAccess in the 
administrator mode. For details, refer to the TopAccess Guide.

1 Click [Destination Setting] to open the Recipient List page.

2 Click [Search].

The Search Contact page is displayed.

3 Specify the search condition and click [Search].
Select the directory service name that you want to search in the [Directory Service Name] box, and enter the 
search terms in the fields that you want to search.

TopAccess will start searching the LDAP server for recipients, and the Search Address List page will display the 
results.

 If you select the model name of the equipment in the [Directory Service Name] box, you can search the 
address book of the equipment for recipients.

 TopAccess will search for the recipients that match the entries.
 Fill in at least one of the fields to perform a wild-card search.
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4 Select the Email check boxes of the users you want to add and click [Add].

The selected recipients are added to the Recipient List page.

You can remove contacts once added to the recipient list before saving the destination settings.
 P.75 “Removing contacts from the recipient list”

5 Click [Save].

The contacts are added as the destinations.

Removing contacts from the recipient list

1 Select the check boxes of the contacts that you want to remove from the recipient list, and click 
[Delete].

The selected contacts are removed from the recipient list.
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0.Editing the Pages of Your Documents

The e-Filing web utility allows you to make changes to your stored documents before you print them.
Three document control buttons are provided in the e-Filing web utility: [Edit], [Save], and [Cancel].
These buttons are displayed at the top of the Contents frame when you select a document in the Document frame. 
The buttons displayed vary depending on the document status.

 [Edit] — Click this button to start editing the document. Only this button is displayed when you are in the View 
mode, where the document status indicates “View”. When you click [Edit], the document status will be changed to 
“Editing”, [Save] and [Cancel] appear instead of [Edit], and you can edit the document. If you click this button when 
the document status indicates “In Use”, you cannot enter the Edit mode and the message “The Document is being 
used. Please try again later” is displayed.

 [Save] — Click this button to save the document that you have edited. This button is displayed only when you are in 
the Edit mode, where the document status indicates “Editing”. When you click this button, the document is saved 
and returns to the View mode.

 [Cancel] — Click this button to return to the View mode without saving the document. This button is displayed only 
when you are in the Edit mode, where the document status indicates “Editing”.

The document status is displayed to the left of these buttons. The document status indicates the following situations:

 In Use — This indicates that another user is currently editing the document.
 View — This indicates that the document is currently in the View mode, and you can only view the pages within the 

document.
 Editing — This indicates that the document is currently in the Edit mode, and you can edit the document.

When you edit or delete a document that is shared by other users, make sure to refresh the display to see the latest 
status of the document. If the two or more users try to edit or delete the document or the page at the same time, the 
data may be damaged.

The e-Filing web utility allows you to copy, move, delete and insert pages and change the order of pages in your 
document.
 P.77 “Displaying document and page properties”
 P.78 “Copying pages from one document to another”
 P.83 “Copying pages from a document to a box or folder”
 P.86 “Deleting pages from a document”
 P.88 “Inserting a blank page into a document”
 P.91 “Moving pages within a document”



3.OPERATING WITH A CLIENT COMPUTER

Editing the Pages of Your Documents    77

O
P

E
R

A
T

IN
G

 W
IT

H
 A

 C
L

IE
N

T
 C

O
M

P
U

T
E

R

 Displaying document and page properties
You can display the Document Properties and Page Properties windows that contain details of the document or page. 
To display the Document Properties window, select the check box of the document and select [Properties] from the 
[File] menu. To display the Page Properties window, select the check box of the page and select [Page Properties] 
from the [File] menu.

The Document Properties window contains the following information:

 Location
Displays the directory where the document is located.

 Total Page(s)
Displays the number of pages the document contains.

 Size
Displays the data size of the document.

 Created
Displays the date and time the document was created.

 Modified
Displays the date and time the document was last modified.

 Last Accessed
Displays the date and time the document was last accessed by any user.

 [OK]
Click this button to close the window.

The Page Properties window contains the following information:

 Format
Displays how the page is stored.

 Resolution
Displays the resolution of the page.

 Image Size
Displays the pixel size of the page.

 Paper Size
Displays the paper size of the page.

 Size
Displays the data size of the page.

 [OK]
Click this button to close the window.
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 Copying pages from one document to another
You can copy or cut pages from a document and insert them into another one.

1 In the Document frame on the [Documents] tab, select the box or folder containing the document 
whose pages you want to copy or cut.

2 If you have selected a box that is protected with a password, the Password Authentication 
window appears. Enter the password and click [OK].

If you enter an invalid password several times to open the box, you may not log in for a certain period since it will 
be regarded as an unauthorized access. When “Box is locked.” appears and logging in cannot be performed, ask 
your administrator.

You can also enter the password of a user with an administrator privilege in [Box Password].

3 In the Document frame, select the document whose pages you want to copy or cut.

The pages of the document are displayed in the Contents frame.

If the document status indicates “In Use”, you cannot enter the Edit mode because another user is currently 
editing the document.

If you want to cut pages from the document, click [Edit] to enter the Edit mode. Clicking [Edit] changes the 
document status from the View mode to the Edit mode so that you can cut pages from the document.
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4 Select the check boxes of the pages that you want to copy or cut, and select [Edit] > [Copy] or 
[Cut].

 When you have cut pages from the document, proceed to the next step after the process is completed.

 When you have copied pages from the document, proceed to step 7 after the process is completed.

Do not perform any operation while the e-Filing web utility is running.

5 Click [Save] to save the document.

The Save Document window appears.

6 Enter the document name and click [Save].

 If you rename the document, it will be saved as a new one. If you do not change the document name, the 
original document will be overwritten.

 The document status is returned to the View mode from the Edit mode.

Do not close the Save Document window by clicking [X]. The operations may no longer work properly. If you close 
the window by clicking [X] by mistake, turn the power to the equipment off and then on again.



3.OPERATING WITH A CLIENT COMPUTER

80    Editing the Pages of Your Documents

7 In the Document frame, select the box or folder containing the document into which you want to 
insert the copied pages.

8 If you have selected a box that is protected with a password, the Password Authentication 
window appears. Enter the password and click [OK].

If you enter an invalid password several times to open the box, you may not log in for a certain period since it will 
be regarded as an unauthorized access. When “Box is locked.” appears and logging in cannot be performed, ask 
your administrator.

You can also enter the password of a user with an administrator privilege in [Box Password].

9 In the Document frame, select the document into which you want to insert the copied pages, and 
click [Edit].

The pages of the document are displayed in the Contents frame, and the document status is changed to the Edit 
mode from the View mode.

If the document status indicates “In Use”, you cannot enter the Edit mode because another user is currently 
editing the document.
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10Click the space between the pages where you want to insert the copied pages.

The arrow indicators move to the space between the pages where you clicked.

11Select [Edit] > [Paste].

The copied pages are inserted between the specified pages.

12Click [Save].

The Save Document window appears.



3.OPERATING WITH A CLIENT COMPUTER

82    Editing the Pages of Your Documents

13Enter the document name and click [Save].

 If you rename the document, it will be saved as a new one. If you do not change the name, the original 
document will be overwritten.

 The document status is returned to the View mode from the Edit mode.

Do not close the Save Document window by clicking [X]. The operations may no longer work properly. If you close 
the window by clicking [X] by mistake, turn the power to the equipment off and then on again.
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 Copying pages from a document to a box or folder
You can copy or cut pages from a document and save them in a box or folder as a new document.

1 In the Document frame on the [Documents] tab, select the box or folder containing the document 
whose pages you want to copy or cut.

2 If you have selected a box that is protected with a password, the Password Authentication 
window appears. Enter the password and click [OK].

If you enter an invalid password several times to open the box, you may not log in for a certain period since it will 
be regarded as an unauthorized access. When “Box is locked.” appears and logging in cannot be performed, ask 
your administrator.

You can also enter the password of a user with an administrator privilege in [Box Password].

3 In the Document frame, select the document whose pages you want to copy or cut.

The pages of the document are displayed in the Contents frame.

If the document status indicates “In Use”, you cannot enter the Edit mode because another user is currently 
editing the document.

If you want to cut pages from the document, click [Edit] to enter the Edit mode. Clicking [Edit] changes the 
document status from the View mode to the Edit mode so that you can cut pages from the document.
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4 Select the check boxes of the pages that you want to copy or cut, and select [Edit] > [Copy] or 
[Cut].

 When you have cut pages from the document, proceed to the next step after the process is completed.

 When you have copied pages from the document, proceed to step 7 after the process is completed.

Do not perform any operation while the e-Filing web utility is running.

5 Click [Save] to save the document.

The Save Document window appears.

6 Enter the document name and click [Save].

 If you rename the document, it will be saved as a new one. If you do not change the name, the original 
document will be overwritten.

 The document status is returned to the View mode from the Edit mode.

Do not close the Save Document window by clicking [X]. The operations may no longer work properly. If you close 
the window by clicking [X] by mistake, turn the power to the equipment off and then on again.
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7 In the Document frame, select the box or folder where you want to store the copied pages.

8 If you have selected a box that is protected with a password, the Password Authentication 
window appears. Enter the password and click [OK].

If you enter an invalid password several times to open the box, you may not log in for a certain period since it will 
be regarded as an unauthorized access. When “Box is locked.” appears and logging in cannot be performed, ask 
your administrator.

You can also enter the password of a user with an administrator privilege in [Box Password].

9 Select [Edit] > [Paste].

The document containing the copied pages is created in the selected box or folder.
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 Deleting pages from a document
You can delete pages from a document.

1 In the Document frame on the [Documents] tab, select the box or folder containing the document 
whose pages you want to delete.

2 If you have selected a box that is protected with a password, the Password Authentication 
window appears. Enter the password and click [OK].

If you enter an invalid password several times to open the box, you may not log in for a certain period since it will 
be regarded as an unauthorized access. When “Box is locked.” appears and logging in cannot be performed, ask 
your administrator.

You can also enter the password of a user with an administrator privilege in [Box Password].

3 In the Document frame, select the document whose pages you want to delete, and click [Edit].

The pages of the document are displayed in the Contents frame, and the document status is changed to the Edit 
mode from the View mode.

If the document status indicates “In Use”, you cannot enter the Edit mode because another user is currently 
editing the document.
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4 Select the check boxes of the pages that you want to delete and select [Edit] > [Delete].

The confirmation dialog box appears.

5 Click [OK].

The selected pages are deleted.

6 Click [Save] to save the document.

The Save Document window appears.

7 Enter the document name and click [Save].

 If you rename the document, it will be saved as a new one. If you do not change the name, the original 
document will be overwritten.

 The document status is returned to the View mode from the Edit mode.

Do not close the Save Document window by clicking [X]. The operations may no longer work properly. If you close 
the window by clicking [X] by mistake, turn the power to the equipment off and then on again.
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 Inserting a blank page into a document
You can insert a blank page into a document. You can select a different size for the blank pages.

1 In the Document frame on the [Documents] tab, select the box or folder containing the document 
into which you want to insert a blank page.

2 If you have selected a box that is protected with a password, the Password Authentication 
window appears. Enter the password and click [OK].

If you enter an invalid password several times to open the box, you may not log in for a certain period since it will 
be regarded as an unauthorized access. When “Box is locked.” appears and logging in cannot be performed, ask 
your administrator.

You can also enter the password of a user with an administrator privilege in [Box Password].

3 In the Document frame, select the document into which you want to insert a blank page, and click 
[Edit].

The pages of the document are displayed in the Contents frame, and the document status is changed to the Edit 
mode from the View mode.

If the document status indicates “In Use”, you cannot enter the Edit mode because another user is currently 
editing the document.
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4 Click the space between the pages where you want to insert a blank page.

The arrow indicators move to the space between the pages where you have clicked.

5 Select [Layout] > [Insert Blank Page].

The Insert Blank Page window appears.

6 Select the paper size and orientation of the inserted blank page, and click [OK].

A blank page is inserted between the specified pages.

Its available size differs depending on the model.



3.OPERATING WITH A CLIENT COMPUTER

90    Editing the Pages of Your Documents

7 Click [Save].

The Save Document window appears.

8 Enter the document name and click [Save].

 If you rename the document, it will be saved as a new one. If you do not change the name, the original 
document will be overwritten.

 The document status is returned to the View mode from the Edit mode.

Do not close the Save Document window by clicking [X]. The operations may no longer work properly. If you close 
the window by clicking [X] by mistake, turn the power to the equipment off and then on again.
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Moving pages within a document
You can move pages within a document to rearrange the page order.

1 In the Document frame on the [Documents] tab, select the box or folder containing the document 
whose pages you want to rearrange.

2 If you have selected a box that is protected with a password, the Password Authentication 
window appears. Enter the password and click [OK].

If you enter an invalid password several times to open the box, you may not log in for a certain period since it will 
be regarded as an unauthorized access. When “Box is locked.” appears and logging in cannot be performed, ask 
your administrator.

You can also enter the password of a user with an administrator privilege in [Box Password].

3 In the Document frame, select the document whose pages you want to rearrange, and click 
[Edit].

The pages of the document are displayed in the Contents frame, and the document status is changed to the Edit 
mode from the View mode.

If the document status indicates “In Use”, you cannot enter the Edit mode because another user is currently 
editing the document.
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4 Select the check boxes of the pages that you want to move between other pages and select [Edit] 
> [Cut].

The selected pages are copied to the clipboard and deleted from the document.

Do not perform any operation while the e-Filing web utility is running.

5 Click the space between the pages where you want to insert the copied pages.

The arrow indicators move to the space between the pages where you have clicked.

6 Select [Edit] > [Paste].

The copied pages are inserted between the specified pages.

7 Continue the procedure from steps 4 to 6 to rearrange the pages.
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8 After you have completed rearranging the pages, click [Save].

The Save Document window appears.

9 Enter the document name and click [Save].

 If you rename the document, it will be saved as a new one. If you do not change the name, the original 
document will be overwritten.

 The document status is returned to the View mode from the Edit mode.

Do not close the Save Document window by clicking [X]. The operations may no longer work properly. If you close 
the window by clicking [X] by mistake, turn the power to the equipment off and then on again.
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0.Moving and Merging Documents

You can move documents between boxes or folders. You can also combine several documents into one document.
 P.94 “Moving documents”
 P.96 “Merging documents”

Moving documents
You can move a document from one box or folder to another, to help you manage the documents.

1 In the Document frame on the [Documents] tab, select the box or folder containing the document 
that you want to move.

2 If you have selected a box that is protected with a password, the Password Authentication 
window appears. Enter the password and click [OK].

If you enter an invalid password several times to open the box, you may not log in for a certain period since it will 
be regarded as an unauthorized access. When “Box is locked.” appears and logging in cannot be performed, ask 
your administrator.

You can also enter the password of a user with an administrator privilege in [Box Password].

3 Select the check boxes of the documents that you want to move and select [Edit] > [Cut].

The selected documents are copied on the clipboard and deleted from the current box or folder.

Do not perform any operation while the e-Filing web utility is running.
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4 In the Document frame, select the box or folder where you want to paste the documents.

5 If you have selected a box that is protected with a password, the Password Authentication 
window appears. Enter the password and click [OK].

If you enter an invalid password several times to open the box, you may not log in for a certain period since it will 
be regarded as an unauthorized access. When “Box is locked.” appears and logging in cannot be performed, ask 
your administrator.

You can also enter the password of a user with an administrator privilege in [Box Password].

6 Select [Edit] > [Paste].

The documents are created in the selected box or folder.
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Merging documents
You can copy an entire document and insert its pages into another document.
The document that you want to insert is the source document, and the document that you want to merge it into is the 
destination document.

1 In the Document frame on the [Documents] tab, select the box or folder containing the source 
documents.

2 If you have selected a box that is protected with a password, the Password Authentication 
window appears. Enter the password and click [OK].

If you enter an invalid password several times to open the box, you may not log in for a certain period since it will 
be regarded as an unauthorized access. When “Box is locked.” appears and logging in cannot be performed, ask 
your administrator.

You can also enter the password of a user with an administrator privilege in [Box Password].

3 Select the check boxes of the source documents and select [Edit] > [Copy].

The selected documents are copied to the clipboard.

Do not perform any operation while the e-Filing web utility is running.
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4 In the Document frame, select the box or folder containing the destination document.

5 If you have selected a box that is protected with a password, the Password Authentication 
window appears. Enter the password and click [OK].

If you enter an invalid password several times to open the box, you may not log in for a certain period since it will 
be regarded as an unauthorized access. When “Box is locked.” appears and logging in cannot be performed, ask 
your administrator.

You can also enter the password of a user with an administrator privilege in [Box Password].

6 In the Document frame, select the destination document, and click [Edit].

The pages of the document are displayed in the Contents frame, and the document status is changed to the Edit 
mode from the View mode.

If the document status indicates “In Use”, you cannot enter the Edit mode because another user is currently 
editing the document.
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7 Click the space between the pages where you want to merge the documents.

The arrow indicators move to the space between the pages where you have clicked.

8 Select [Edit] > [Paste].

The copied documents are merged between the specified pages.

9 Click [Save].

The Save Document window appears.
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10Enter the document name and click [Save].

 If you rename the document, it will be saved as a new one. If you do not change the name, the original 
document will be overwritten.

 The document status is returned to the View mode from the Edit mode.

Do not close the Save Document window by clicking [X]. The operations may no longer work properly. If you close 
the window by clicking [X], turn the power to the equipment off and then on again.
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4.SYSTEM ADMINISTRATION FOR e-Filing

This section explains to device administrators. General users do not need to read this section.
This section explains system administration function for e-Filing.

System Administration ................................................................................................... 102
Logging in as a system administrator ...............................................................................................................102
About the administrator screen ........................................................................................................................103
Managing the internal storage device in e-Filing .............................................................................................104
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0.System Administration

This section describes system administration of the e-Filing features.
 P.102 “Logging in as a system administrator”
 P.103 “About the administrator screen”
 P.104 “Managing the internal storage device in e-Filing”

 Logging in as a system administrator
To log in as a system administrator, follow the steps below after launching the e-Filing web utility.

“System administrator” and “User with an administrator privilege” are defined as follows in this manual.

 System administrator: 
User with the administrator role

 User with an administrator privilege: 
User whose ID is “Admin”

1 Click the Log-in link located at the upper right of the page.

The Administrator Log-in page is displayed.

2 Enter the administrator password and click [Login].

The [Administration] tab appears in the main tabs.

 If you enter an invalid authentication password several times to log into the e-Filing web utility in the 
administrator mode, you may not be able to login for a certain period since it will be regarded as an 
unauthorized access.

 To prevent unauthorized access by other users, click the Log-out link and be sure to close your web browser 
when logging off from the e-Filing web utility in the administrator mode.

The administrator password is the same as the password that has been set in the TopAccess or touch panel 
display for the administrator. The default administrator password is “123456” if you have not changed it.
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 About the administrator screen
The [Administration] tab allows the system administrator to manage the data in e-Filing. The [Administration] tab is 
only visible if you are logged on as the system administrator.
 P.103 “[Box Management] page”

An administrator can also set up the e-Filing notifications by using TopAccess in the administrator mode. For more 
information about setting up the notifications for e-Filing, refer to the TopAccess Guide.

 [Box Management] page

This page enables you manually to delete user boxes that are no longer required or have become corrupted. Use this 
feature to restore the available internal storage device space. You can also unlock user boxes which have been locked 
by incorrect password entries.

1. e-Filing Disk Space Available

This item displays the available internal storage device space for storing the e-Filing data.

2. Box Number / Box Name / Used capacity / Status

This item displays a list of all user boxes. When you click a box number or box name link, the Box Properties 
window opens and you can see the detail properties of the box. If the user box is locked, the lock status is 
displayed in the results. 
To delete or unlock a user box, select the check box on the left of each property, and then click [Delete] or 
[Unlock].

3. [Delete]

Click this button to delete the selected boxes. Before doing so, first select the check boxes of the user boxes that 
you want to delete.

 You cannot delete the public box.
 For instructions on how to erase user boxes, see the following section:
 P.104 “Erasing boxes”

4. [Unlock]

Click this button to unlock the selected boxes. Before doing so, first select the check boxes of the user boxes that 
you want to unlock.

For instructions on how to unlock the user boxes, see the following section:
 P.105 “Unlocking user boxes”

1

3
4

2
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Managing the internal storage device in e-Filing
An administrator should periodically monitor e-Filing to make sure it has enough internal storage device space for 
everyday operations.
Administrators can operate user boxes, folders and document management in the same way as general users. For 
details of the operation, see the following.
 P.41 “Managing User Boxes and Folders”
 P.51 “Managing Documents”
This section describes the administrator’s function that allows you to delete boxes and the unlocking method of the 
user boxes which have been locked by incorrect password entries.
 P.104 “Erasing boxes”
 P.105 “Unlocking user boxes”

 Erasing boxes

You can manually erase boxes in e-Filing if the data has been corrupted, for example, by the internal storage device 
failure and is therefore no longer usable.

1 Log on to the Administrator page.
 P.102 “Logging in as a system administrator”
The Box Management page is displayed.

 It is recommended to archive the documents in the boxes before deleting them. Once the boxes have been 
deleted, you cannot restore the documents in the boxes.
 P.63 “Archiving documents”

 The Backup/Restore utility included in the Client Utilities/User Documentation DVD allows you to back up data 
in the boxes.

You can display the Box Properties window by clicking the box number or box name link.

2 Select the check boxes of the user boxes that you want to delete and click [Delete].

The confirmation dialog box appears.

For more information about the Box Management page, see the following page:
 P.103 “[Box Management] page”
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3 Click [OK].

The selected user boxes are deleted from e-Filing.

 Unlocking user boxes

When the Lockout Setting of e-Filing is set to “Enable” in the Password Policy, if an incorrect user box password is 
entered a specified number of times consecutively, the user box is locked so that it cannot be used for a certain time. 
The system administrator can unlock user boxes which have been so locked.

The Password Policy can be set in TopAccess. For details of the password policy, refer to the TopAccess Guide.

1 Log on to the Administrator page.
 P.102 “Logging in as a system administrator”
The Box Management page is displayed.

 For locked user boxes, “Locked” is displayed in the Status.
 You can display the Box Properties window by clicking the box number or box name link.

2 Select the check box of the user box that you want to unlock, and the click [Unlock].

The lock of the selected user box is released.

For more information about the Box Management page, see the following page:
 P.103 “[Box Management] page”
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