
User Box Explained

Setting up a user box is relatively simple and can be done from the 
convenience of your work station computer. You will need the IP address of your 
bizhub printer before you get started. Then you will be ready to follow these 
step-by-step instructions.

Type the bizhub IP address into your web browser and follow the prompts to enter 
your bizhub logon information.

Once in bizhub, select the box feature tab and then “set up new box.” At this time, 
you can name the box and even give it a secure passcode, if you wish.
Log out.

Go back to bizhub via your web browser and again select the box tab. You should see 
the new box you set up. If you assigned it a passcode, you will see a yellow lock in the 
corner of the box.

How to create a User Box on a Konica Minolta Multi-Function 
Machine

Now you can scan to your user box or send documents from your computer to it for 
printing. 

To send a file from your computer to the user box, simply go through the same steps 
as you would to print. In the right hand corner of the print 
properties screen, you’ll see “print,” which is a drop-down menu. 

From that menu, choose “send to box” and press “send.”  The document will be 
waiting for you when you’re ready to print.

How to Print from a User Box

Whenever you’re ready to print files from your user box, head over to your Konica 
Minolta all-in-one and enter your login code, if necessary. Select the “Box” button and 
then choose “System User Box.” From there, you can choose your user box, type in 
your password (if applicable) and choose the documents you want to print.

If you would like to learn more about the many product features of Konica Minolta 
printers, contact us and a member of our dedicated service team will be happy 
to assist you. 


