
Sharp Copier/MFP  
Adding and Deleting Scan & Fax Destinations from the Address Book 

 
This procedure will cover the following models: MX-2610N, MX-3110N, MX-3610N, MX-2640N, MX-
3140N, MX-3640N, MX-4111N, MX-5111N, MX-4141N, MX-5141N, MX-6240N, & MX-7040N Color 

Copiers/MFPs and the MX-M365N, MX-M465N, MX-M565N, MX-M904, MX-M1054, & MX-M1204 Black 
and White Copiers/MFPs 

  
(***The procedure will be performed via the machine’s webpage. You will need the IP address/network address of 

your machine to access the webpage. If you do not know the IP address of your machine, see the IP Address Handout 
for instructions***) 

 

1. Open your machine’s webpage using a web browser and your machine’s IP/network address. (see the 
image below) 

 

 

2. Click on the Address Book button on the left side of the webpage (see the image below) 

 

 



3. Click on the Add button at the bottom of the Address Book list. (see the image below) 

 

4. The Address Registration screen will now open. (see the image below) 

 



5. To add a new destination to the address book complete the following steps (see the image below): 
A. Enter the destination’s name in the Address Name (Required) box.  
B. Enter the E-mail Address (Required) or Fax Number (Required) in the address/number box. 
C. Check the Set as Default used checkbox. 
D. Click on the Submit (U) button to store the new destination in the address book. 

 

 

6. This completes the steps to store a new address in your machine’s address book. 

 

 

 

 

 

 

 



The following steps cover how to delete an address from your address book. 

1. Open your machine’s webpage and click on the Address Book button. (see the image below) 

 

 

2. Click on the checkbox to the left of Address Name you wish to delete and then click the Delete button. 
(see the image below) 

 

 



3. The Message from webpage window will open. Confirm the address or addresses listed are the ones you 
want to delete and click the Delete button. (see the image below) 

 

 

4. You can close the webpage at this time and this completes the steps to delete an address from your 
machine’s address book. 


