Adding a Scan-to-Email Destination from Web Browser
How to setup scan-to-email destinations on your copier:
1. Open up Internet Explorer

2. In the address bar type the IP Address of one of your copiers.
a. If you do not know how to obtain your copiers IP Address, hold ctrl and click this link, Obtain IP Address, follow the instructions within the document.

b. Once you have obtained your copiers IP Address you may continue.

3. Push enter

4. Click “Login”

5. The username is admin (all lowercase)

6. There is no password

7. Click “Login”

8. Click “Address Book”

9. Click “Add User” or click radio button next to one you want to change, then click “Change”.
10. You may skip whatever is necessary if you are changing one already entered.

11. Fill in the “Name” box

12. Fill in the “Key Display” box (this is what shows on the screen of the copier and is usually the same as the “name” box)

13. Scroll down to the “E-mail” section

14. Enter your entire e-mail address.
15. Scroll to the “Protection” section.

16. Check the box for “Sender”. (Should be right next to destination.)

17. Scroll back up to the top and click “OK” or “Save and Add Another”
