
Sharp Copier/MFP  
Adding, Deleting, & Editing Scan (E-Mail addresses) & Fax 

Destinations from the Address Book 
 

This procedure will cover all monochrome (non-color) touch screen display models. 
  

(***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 a web browser (Internet Explorer, Safari, and Google Chrome) on your computer. (see the image below) 
 

 
 

2. In the address line at the top of the browser page, enter your machine’s IP/network address and click the Enter key 
on computer’s keyboard. (see the image below) 

 

 

 



3. At this point, your machine’s webpage will open. (see the image below) 

 

 

4. In the menu of the left side of the machine’s webpage, click on the Destination button. (see the image below) 

 

 

 



5. At this point, a security window will open and require you to enter a user name & password. The user name & 
password are machine related and have nothing to do with your network. ****They are both case sensitive**** 
The machine’s default user name is: admin and the password is: Sharp.  Enter both and click on the OK button. 
(see the image below) 

 

 

6. Your Destination List will open. It will list all the addresses programed in your machine. (see the image below) 

 



To Add a Destination: Complete steps 7 and 8. 

7. In the New Destination section click on the type of destination you would like to add (see the image below) 

 

8. The Destination Control window will open. Enter the name of the destination and actual address of the destination 
(e-mail address or fax number). Click to the Submit button to save the new destination. (see the image below) 

 

To Edit or Delete a Destination: Complete steps 9 through 11. 

9. Click on the Checkbox to the left of the destination name and then scroll to the bottom of the list to select the 
function (Edit or Delete) you wish to perform on that address. If you need to edit an address, you must complete 
the edit steps on each address individually. (see the image below) 



 

10. The E-Mail Destination Control screen will open. Make the changes you need and then click the Submit button. 
(see the  image below) 

 

11. After updating each desired address change, simply close the webpage. 

 

 


