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there can be minor discrepancies in program sequences or  

displayed texts that might occur as this product advances  
  
We will appreciate suggestions for improvement or error reports.  
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1 Introduction 
 
e-FOLLOW Essentials is an advanced document management & accounting solution for latest 
Toshiba e-BRIDGE X Multifunctional Devices providing features like  

- Authenticated printing, copying, scanning and faxing  
- Secure print release 
- color, print, copy, scan and fax quota management  

- accounting for print, copy, scan and fax 
- mobile print release 

 

This guide describes instructions on how to use Toshiba MFDs and the mobile apps.  
 
 

1.1 Symbols in this manual 
In this manual, some important items are described with the symbo ls shown below. Be sure to read 
these items before changing any conf iguration. 
 

Hint:  
Indicates information to which you should pay attention  
 

 
Warning: 
Indicates a situation where modif ication of  the settings may have severe impact on correct operation.  
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2 Using Toshiba devices 
 
 
 

Depending the login type you can login by 
either USER NAME & PASSWORD 
USER ALIAS & PASSWORD  

 
 
 

LOGIN PIN or swiping your CARD 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

In case the Card-ID is unknown to e-FOLLOW 
you will be prompted to login manually, by 
entering your login credentials.  

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

The Card-ID will automatically be assigned to 
your account. 
You need to logout and login again before 

using the Toshiba device. 
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Once you are logged in you will see the print 
release menu. 
 

You now have several options to use the 
device. 
 

 
 
 

 
 
[ 1 ]  

use a device function, e.g. copy, scan, fax, etc. 
 
 

 
 
 

 
 
 

 
 
 

[ 2 ] Select the e-FOLLOW print job selection 
or  [ 3 ] immediately print all your jobs. 
 
 

 
 
 

 
 
 

 
 
 

[ 4 ] if  allowed by the administrator you can 
assign a new card to your account. Af ter 
pressing [ CARD ASSIGN ] swipe a card 

within the next 15 seconds. 
 
 

 
 
 

 
 
 

[ 1 ]  

[ 2 ] 

 

[ 3 ] 

 [ 2 ] [ 3 ] 

 
[ 5 ] 

 
[ 4 ] 
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[ 4 ] pressing the INFO button will show the 
current permission settings / limitations and 

active quotas. 
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The print job list shows all jobs currently 
spooled in the virtual queues for this device. 

 
Select one or multiple jobs by clicking to the 
job´s document name. 

 
SELECT ALL: will select all jobs  
 

DELETE: will delete all selected jobs f rom the 
e-FOLLOW server 
 

PRINT ALL: will release all jobs for printing 
 
PRINT: will release all selected jobs for printing 

 
PRINT & KEEP: will release all selected jobs for printing and store them to allow reprinting them.  
 

 
 
 

 
[ 5 ] Pressing the Details button will change to 
the job´s details page. 

 
[ 6 ] You can see a preview of  the selected 

job. Use the buttons  <  &  >  to see the 
preview of  the next / previous page. 
 
[ 7 ] You can select multiple copies of  this job 

by increasing / decreasing the number of  

copies using the buttons  -10   -1   +1   +10  . 
 
[ 8 ] Select the Duplex mode:  
Simplex, Duplex (book) or  Duplex (calendar) 

 
[ 9 ] To save toner/cost you can force B&W printing of  this print job.  
 

The keep job after printing option will allow reprinting this job. 
 
 

 
Some of  these options may be disabled by the administrator 
 

 
 
If  you press [ Details ] while having selected multiple jobs the job modif ications will be applied to all 

selected jobs. All prior settings will be overwritten for all selected jobs.  
 
 

 
 
  

[ 5 ] 

[ 6 ] [ 7 ] 

[ 8 ] 

[ 9 ] 
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3 Using Toshiba eSF devices 
 

 
 
Depending the login type you can login by 

either USER NAME & PASSWORD 
 
 

 
 
 

 
 
 

 
 
LOGIN PIN  

 
 
 

 
 
or swiping your CARD 

 
 
 

Functions of  the buttons on the right  
 

 Log out 

 switch to device home menu 

 back… 
 

 
You will be automatically shown the list of  
your pending print jobs.  

 
 
 
 

In case your account is limited by Balance or 
Quota – this will be shown in the bottom of  
the screen. 

 
 
 

 
 
 

Select the job(s) for printing and press the 

print button.  

To delete the selected jobs press  

 
To select all jobs press  

 

To unselect all selected jobs press  
The number indicates the number of  

selected jobs. 
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By pressing the  button the job details 
will be shown in a new screen. 
 

You have now access to the job details 
and can modify the job settings 
 

• Copies 

• Duplex mode 

• Keep print job for reprint 

• Convert job to grayscale 

 
 
 

 
In case a job is in A3 format it will appear 
in the list. But being grayed out it can´t be 

selected for printout as A3 format is not 
supported on Toshiba  eSF devices. 
 

 
 
 

 
 
 

 

 When you switch to the device home 
menu you have access to the installed 
applications. 

 
Depending the permission settings some 
apps might be blocked and cannot be 

used.  
 
This is indicated by the lock. 

 
 
 

 
 
 

 
 
From the home menu you can switch back 

the e-FOLLOW app at any time. 
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4 Projects 
 
If  enabled by the Administrator you might be forced to assign the current session (print, copy, scan) to 
a project. 

 
The workf low is almost common for Toshiba and Toshiba eSF devices.  
 

e-FOLLOW remembers the last project code the has been selected. So you only need to take action if  
you want to change the project code for the current session. 
 

 
 
Af ter being logged in you will be prompted with the Project selection screen.  

 
 
 

[ 1 ] Here the currently selected project is 
shown. If  this is correct you can go ahead 
releasing print jobs or changing to the device 

home screen. 
 
 

[ 2 ] To change the currently selected project 
press Search or – if  allowed by administrator – 
Manual entry.   

 
 
 

 
 
 

The list of  available Project is shown. 
 
Use the up and down keys to scroll to the 

desired project code...  
 
 

 
 
 

 
 
 

 
 
...or start to key in the desired project code. 

The list will be reduced immediately to the 
matching codes. 
 

 
Pressing the 'change' button you can change 
between project code and description. 

 
 
 

 
 
 

 
 
 

[ 1 ] [ 2 ] 
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On eSF devices:  
 
 

 
 
 

Af ter login you will see the print job list as 
usual. This indicates that you already have 
a project code selected. 

 
 
 

 
   
 

 
 
 

 
Pressing the menu button on the top lef t 
corner will show the currently slected 

project code. 
 
 

 
To change the pre-selected code click to 
Projects. 
 

 
 
 

 
You can now either choose a project code 
f rom the list or 

 
 manually add a new code 

 

 close the project code selection 
 

 or search for a project code 

 
 
 

 
 
Start to key in the desired project code. The 

list of  available codes will immediately be 
reduced to the matching project codes. 
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5 Guest Printing 
 
 
If  enabled e-FOLLOW allows login to the eSF devices without entering user credentials or swiping a 

card. 
 
 

 
 
 

 
 
 

 
 
 

 
 
Pressing the Guest & FreeAccess butten will log you in to the device. You can now use the device 

according the permissions and quotas the administrator applied to the guest user.  
 
 

Press the LOGIN-button to change to the regular login screen or swipe your card to login to the device 
using your personal credentials. 
.  
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6 e-FOLLOW PopUp.exe 
 
If  your workstation computer is conf igured to run the e-FOLLOW client PopUp, a window will pop up 

each time you send a print job to the server. 
 
Depending the administration settings, you may be prompted with one of  the following PopUp types.  

 
 
6.1 Confirmation PopUp 

 
The conf irmation PopUp is intended to give a feedback af ter each print job you have sent.  
 

 
[1] Hide PopUp 
To avoid multiple conf irmation e-

FOLLOW PopUp allows to be skipped 
for the next X jobs or minutes 
 

[2] Make job private 
 If  other users are allowed to release 
your jobs via TeamPrint you can make a 

job 'private'. Private jobs will not be seen 
and cannot be released by others. 
 

 
 
6.2 Username change / delegate job 

 
This PopUp can be used to easily change the print job owner so another person is able to release the 
job (delegate job)- 

 
[1] User: 
enter the new job owner´s username. 

If  you plan to delegate multiple jobs to a 
specif ic user you can save the data.  
 

[2] Hide PopUp 
To avoid multiple input of  the same data 
e-FOLLOW PopUp allows to be skipped 

for the next X jobs or minutes 
 
 

 
6.3 User authentication popup 
 

This PopUp type is intended for user authentication in anonymous environments, e.g. a public 
computer running under a guest account.  
 

 
[1] User / Password; 
enter the username and password of  a 

valid user account. 
 
[2] Hide PopUp 

To avoid multiple input of  the same data 
e-FOLLOW PopUp allows to be skipped 
for the next X jobs or minutes 

 
 
 

[1] 

[2] 

[1] 

[1] 

[2] 

[2] 
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6.4 Project selection popup 

 
This PopUp type is intended to assign print jobs to projects or similar. This allows tracking of  print jobs 
in regard of  whom has been printed for.  

 
 
[1+2] Project selection 

To select a project just click to it so it 
gets highlighted.  
You can mark your favorite projects 

by checking the Favorite box. These 
projects will appear on the top of  the 
list in the Favorite section. 

 
The search boxes will help you to 
easily f ind the desired project name. 

You can either search by name or 
description. 
 

[3] Sub-project 
In case the selected project has sub-
projects, a new selection box appears 

requesting to select a sub-project 
name. 
 
[4] Hide PopUp 

To avoid multiple input of  identical 
data (project or sub-project selection) 
e-FOLLOW PopUp allows to be 

skipped for the next X jobs or 
minutes. 
 

 
 
 

6.5 User authentication & Project selection PopUp 
 
This PopUp type is a mix of  the authentication and the project selection type.  

 
At f irst enter your user credentials and click to 
[Send user data] 

 

[3] 

[2] 

[1] 

[4] 
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Af ter successful authentication the project 
selection appears. Select the desired project 
name and click to [Send] 
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7 e-FOLLOW Web-PopUp 
 
Beside the Windows-PopUp executable, e-FOLLOW provides a platform independent PopUp based 

on Web-Browser technologies. 
 
This is perfect if  you do not want or are allowed to install an executable on your PC or if  you are 

running an Operating system dif ferent f rom Windows. 
 
All you need to do to establish the Web-PopUp connection is to call the e-FOLLOW UserPortal URL 

 
https://e-FOLLOW_SERVER:11070 

 

 
You probably need to accept browser popups/notif ications for this specif ic URL.  
 

 
Once the connection is established it is indicated by the PopUp sign in the upper right 
corner of  the UserPortal web page.  

 
 
Depending the administration settings, you may be prompted with one of  the following PopUp types.  

 
 

7.1 Confirmation PopUp 

 
The conf irmation PopUp is intended to give a feedback af ter each print job you have sent.  
 
 

[1] Hide PopUp 
To avoid multiple conf irmation e-
FOLLOW PopUp allows to be skipped 

for the next X jobs or minutes 
 
[2] Make job private 

 If  other users are allowed to release 
your jobs via TeamPrint you can make a 
job 'private'. Private jobs will not be seen 

and cannot be released by others. 
 
 

 
 
 

 
 

[1] 

[2] 

https://e-follow_server:11070/
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7.2 Username change / delegate job 
 
This PopUp can be used to easily change the print job owner so another person is able to release the 

job (delegate job)- 
 
[1] User: 

enter the new job owner´s username. 
If  you plan to delegate multiple jobs to a 
specif ic user you can save the data.  

 
[2] Hide PopUp 
To avoid multiple input of  the same data 

e-FOLLOW PopUp allows to be skipped 
for the next X jobs or minutes 
 

 
 
7.3 User authentication popup 

 
This PopUp type is intended for user authentication in anonymous environments, e.g. a public 
computer running under a guest account.  

 
 
[1] User / Password; 

enter the username and password of  a 
valid user account. 
 
[2] Hide PopUp 

To avoid multiple input of  the same data 
e-FOLLOW PopUp allows to be skipped 
for the next X jobs or minutes 

 
 
 

 
 
7.4 Project selection popup 

 
This PopUp type is intended to assign print jobs to projects or similar. This allows tracking of  print jobs 
in regard of  whom has been printed for.  

 

[1] 

[1] 

[2] 

[2] 
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[1+2] Project selection 
To select a project just click to it so it 

gets highlighted.  
You can mark your favorite projects 
by checking the Favorite box. These 

projects will appear on the top of  the 
list in the Favorite section. 
 

The search boxes will help you to 
easily f ind the desired project name. 
You can either search by name or 

description. 
 
[3] Sub-project 

In case the selected project has sub-
projects, a new selection box appears 
requesting to select a sub-project 

name. 
 
[4] Hide PopUp 

To avoid multiple input of  identical 
data (project or sub-project selection) 
e-FOLLOW PopUp allows to be 

skipped for the next X jobs or 
minutes. 
 
 

 
 
7.5 User authentication & Project selection PopUp 

 
This PopUp type is a mix of  the authentication and the project selection type.  

 

At f irst enter your user credentials and click to 
[Send user data] 
 

 
 

 

Af ter successful authentication the project 
selection appears. Select the desired project 
name and click to [Send] 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
  

[3] 

[2] 

[1] 

[4] 
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8 User Portal 
 
e-FOLLOW provides a website for users where several functions and options can be accessed.  
By default, the user portal is accessible via the e-FOLLOW server IP followed by port 11070  

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

Log on with your username and password. 
 
 

Checking the Remember login box will keep you logged in until you press the logout button even if  
you close the User Portal website.   
 

 
 
 

8.1 History 
 
This will show your most recent jobs.  
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8.2 Print jobs 
 
The print job list shows all your jobs that are currently pending in virtual queues on e-FOLLOW. 

 
 

Clicking to a job will open a new window showing the job´s details and it´s preview. You can f lip 
through the pages, delete the job or assign it to another user.  
 

 
The Change user option must be enabled by the administrator. 
 

 
 
You can only assign jobs to users who have allowed receiving jobs. (see → Settings) 
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8.3 Upload 
 
If  enabled, this option will allow you to upload almost any kind of  documents for printing.  

 

 
 

1) Select a printer/queue the Job shall be sent to  

 
2) Click to  Browse…  to select a f ile or simply drag and drop it into the blue Drop area.  

 

3) Click to  upload  to start the f ile transfer. 
 
 

The following f ile / document formats are supported by e-FOLLOW. 
 

PDF PDF 
Words: DOC, DOCX, XML, RTF, HTML, XHTML, MHTML, ODT, XPS, SWF, TXT, EPUB 

Cells: XLS, XLSX, XLSM, XLSB, ODS, CSV 
Slides: PPT, POT, PPS, PPTX, POTX, PPSX, ODP, PPTM 
Images: GIF, JPG, JPEG, PNG, TIFF, TIF, BMP, EMF, EXIF, ICO, ICON, WMF 
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8.4 Temporary Instant Print 

 
Temporary instant print is intended to temporarily forward jobs that are sent to a virtual queue directly 
to a Toshiba/eSF output device. 

 
 
 

 
TIP is a user based setting. Each user can enable TIP for himself  via the user portal.  
 

 

[ 1 ] This is the list of  all virtual queues in e-FOLLOW. 
 
[ 2 ] Select a target device that is enabled for TIP  

 
[ 3 ] Select the duration for how long TIP shall be ef fective 
 

 
TIP for a virtual queue will automatically be disabled af ter the duration time has expired.  
 

 
Attention 
Jobs that are sent to a TIP-enabled virtual queue will be directly forwarded to the selected device. 

 
 
 

  

[ 1 ] [ 2 ] [ 3 ] 
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8.6 Install Printer 
 
 

From the UserPortal users have access to the Installer-packages of  IPP queues.  
 

 

 

8.6.1 IppInstaller.exe (preconf igured) 

 

Af ter executing IppInstaller.exe (preconf igured) it will download all necessary f iles to a directory with 
the same name as the executable. Also a log f ile is generated, which can be sent to the support in 
case of  problems. 

 

It will also check if  the printer name already exists and will force the user to user another printer name.  
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8.6.2 IppInstaller ZIP archive  

 
The IppInstaller ZIP archive contains all f iles which are needed. The conf iguration is included as the 

f ile conf ig.cfg. The user has to extract the ZIP archive and run the IppInstaller.exe.  
 

 
 

The IppInstaller is the same as mentioned above. It will also check for existing printer name and will 
also write a log f ile. 
 

 

8.6.3 IppInstaller MSI installer 

 

The MSI installer will install the IppInstaller to the desired location and will then execute the same 
IppInstaller as mentioned abve. 

 

  
 
 

 
 
 

 
 
 

 
 
 
 

 
 
 

 
 
 

 
 
Af ter the installation it can be uninstalled with the windows control panel. While uninstallation also the 

IPP printer will be removed. 
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8.7 IPP Printer on non-Windows clients 
 
To install an IPP printer on clients like Mac, Linux or Chrome the Printer URL is required. The Install 

Printers menu provides the Details of  a specif ic IPP queue. 
 
 

 
 
 
 

Click to Show details will open a new Window showing the Printer URL and the download link for the 
certif icate. 
 

Theses URLs are personalized for your account. This can be important as - depending on the 
operating system of  your computer – the user-information (print job owner) might not be transmitted to 
the server/printer.  

 
Therefore these personalized URLs must be used when adding a printer to your system.  
 

 
 
 

8.8 Confirmation PopUp 
 
This menu is intended to Test the Notif ication system in e-

FOLLOW.  
 
A f lyout should appear showing if  PopUps and Notif ications are 
working properly. 
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8.9 Settings 
 

If  enabled by the administrator dif ferent functions to manage the user´s account are accessible here.  
 

8.9.1 Create a new Login-PIN.  

 

The current PIN is shown here. Clicking to  Generate new PIN  will create a random unused PIN.  
 

  
The current PIN that is shown is valid – no need to save.  
 

 

8.9.2 Add / remove Email address 

 

If  you would like to send documents via email for printing f rom multiple email accounts as sender 
address you can add email address here. If  the email address is valid e-FOLLOW will now accept 
documents sent f rom this / these address and assign them to your account. 

 
 
Click to [ + ]  to add a new email address to your account.  

 
Af ter clicking to [ add ] a notif ication/verif ication will be sent out 
to this email address.  

 
 
 

 

8.9.3 Allow Other users to assign their print jobs to me: 

 

If  enabled you will be visible to other users, so they can assign their print jobs to you for release.  
 
 

This function needs to be enabled by the Administrator 
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8.10 Balance 
 

Her you can add balance to your account by buying it online via credit card, paypal or similar online 
payment services.  
 

The payment services of fered are depending on the region and methods that are made available by 
the administrator. 
 

 

 
 
 
 

Enter your Credit Card details 
or select e.g. PayPal as 
payment service. 

 
 
 

 
Af ter you have entered the 
payment details [1] select the 

amount that shall be added to 
your account [2] and press  

load   [3].  
 
 

 
 
Once the transaction is f inished 

and accepted you will see the 
success message and your 
current account balance is 

updated [4]. 
 
 

 
 
In parallel you will receive an email notif ication containing the transaction information.  

[1]  

[2]  [3]  

[4]  
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8.11 Permissions 

 
This page shows the permissions applied to your account.  
 

 
 

 
 
 

8.12 Create account 
 
If  enabled by the administrator users can self -register to the server by creating a new account. 

 
 
Simply click to the  

[ create account ] link next to 
the login button. 
 

 
 
 

 
 
 

Enter the new user account date  

• username (Login name)  

• Shown Name 

• Email address 

• Passwort 
 
All f ields are mandatory. 

 
Press   Send   to conf irm the new account. 
 

In parallel a conf irmation email will be sent to the 
email address.   
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9 Printing via email 
 

e-FOLLOW allows to accept print jobs not only via driver or the UserPortal . Documents can also be 
sent to e-FOLLOW as an attachment of  an email. 
 

Therefore e-FOLLOW allows a lot of  common f ile formats that can be converted for printout.  
 
Pls ask your administrator for the email address that you can send the documents to. If  set by the 

administrator you may add a validation token to the email subject.  
 
 

According your sender email address the print job is assigned to your user account. In case you are 
using multiple emails accounts you can add email-addresse to your account. 
 

Login to the UserPortal and go to Settings 

 

Klick to [ + ] – Add mail address. A validation email is sent out to this address for conf irmation. 
 
 

 
9.1 Anonymous email printing 
 

e-FOLLOW can be conf igured to accept documents via email f rom unknown senders – e.g. guests. 
 
In this case e-FOLLOW creates a new account, where 

 
Username  =  sender-email-address 
PIN   =  generated by e-FOLLOW 

Password  =  PIN 
 
A notif ication / conf irmation is sent out to the sender's email address containing the username and 

PIN/Password 
 
You can use these data to login to the MFPs, UserPortal and Mobile App.  
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10 Mobile PrintRelease App 
 

e-FOLLOW provides a mobile application for iOS and Android that allows users to upload your 
documents to the MOPS server and release print jobs at any device that has been conf igured for Pull 
Printing. 

 
 
10.1 Mobile PrintRelease App 

 
Install the e-FOLLOW App f rom Google Playstore or Apple App Store.  
 

 
 [ 1 ] Enter your account name and password and press Login. 
 

 
[ 2 ]  When starting the App the f irst time you need to conf igure the 
connection to the e-FOLLOW server. Click to Network Settings and enter 

the IP of  the MOPS server. The port usually does not need to be modif ied. 
 
Request the IP-address and port f rom your administrator 

 
 
 

 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

If  enabled Remember credentials will store the login credentials locally on you mobile device.  
 
 

 
 
 

 
 
 

 
 
 

 

[ 1 ] 

[ 2 ] 
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Af ter being logged in to the server you will be requested to select the 

printer. 
 
 

Select the printer by clicking to the desired device or click to the QR-
icon [3] to select the printer by scanning the QR-code attached to it. 
 

 
 
 

 
 
Select the jobs to be released f rom the job list [4].  

 
 
The selected job(s) can either be released or deleted by pressing 

the corresponding icon [5]. 
 
 

 
 
 
 

 
 

By pressing  you will get the job settings page. 
 

 
 
 

 
 
 

 
Here you have access to the basic settings of  the selected print job.  
 

 
[ 6 ] Select the number of  copies you would like to print.   
 

Enable the Keep after printing option to keep the job stored on the 
server for a later reprint. 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 

[ 3 ] 

[ 5 ] 
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10.2 Upload documents 
 

 
e-FOLLOW-App allows to upload documents f rom your mobile device to the e-FOLLOW-server.  
 

 

10.2.1 Upload f rom inside the App 

 

 

To upload a document form inside the App just click to + (iOS) or 

the Upload button (Android) 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
You now have several posibilities to select f iles for uploading them to e-FOLLOW server. 
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10.2.2 Upload f rom an application 

 
 

To directly upload a document f rom an application click  to  

the "action"-symbol .  
 
 
 

 
 
 

 
 
 

Select the action "Print to e-FOLLOW"  
 
 

 
 
 

 
 
 

 
You will be prompted with the login screen. If  you are already logged in to 
the App just click to Upload. 

 
Else enter your account credentials before.  
 

 
 
 

 
 
 

 
 
 

 
 
 

Now select the printer (for direct printing) or queue the document shall be 
sent to.  
 

 
 
 

 
 
 

 
 
 

 
Your document is now available for print release or 
will be printed immediately. 
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You can get the App f rom iTunes or Playstore by searching for "e-FOLLOW" or simply scanning below 
QR-code: 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 


