
How To Add a Template to the Toshiba 
e-Studio Copier 

 
 

1. Log into TopAccess using the IP Address of the machine. 
 

2. Log in as Administration 
 

 
 

3. Enter the password 123456 and click Login 
 

 
 
 
 
 
 
 



4. Go to the Registration Link in the Blue Bar under the 
tabs 

 

 
 
 

 
 

5. Choose a Blank Template 
 

 
 
 
 



6. Choose Scan. Save as File will be selected. To add click 
on Select Agent. 

 

 
 
 
 
 

7. Choose Panel Setting to change the Name of the 
Template.  

 

 
 
 

 



8. (We usually use Caption 1 for the First Name & Last 
Initial. Caption 2 can be used if there is no more room left 

in Caption 1) 
Make sure to click SAVE when finished 

 

 
 

9. To change the Resolution, choose Scan settings 
 

 
 
 
 



10. If you have a color machine, you can also change the 
color mode for the scans as shown below 

 
Make sure to click SAVE at the top 

 

 
 

11. Once you have finished editing the Template, click 
Save at the top. 

 

 
 

12. You MUST Scan to the template in order for the folder 
to appear in the file_share folder. 


