How To: Add an email address to your MFP’s SCANNER...

o Type the IP address of your Department’s Toshiba MFP device info the
address bar of your browser. (If you are not sure what the IP is please
contact the Help Desk.)

e  Example: " 10.xxx.xxx.xxx"

« This will bring up the internal webpage of the MFP, called "Top Access".

o Click on the Registration tab.

o Click on Address Book.

o Add first name, last name, respectively.

o Add the full email address username@worcester.edu.

o Leave faxinfo blank.

o Click "Save", located at the top left, when finished entering data.

o The corresponding entry will appear as a choice for scanning to Email on
the display of the MFP.
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