LOFFLER

QUICK GUIDE
Xerox AltaLink: Add/Edit or Delete Contacts
Add a New Contact at the copier
1. Select the Home button on the front panel -
and select the Email icon.
2. Select Manual Entry.
Note: If the Manual Entry icon doesn'’t @
appear, select the Add Recipient button, Manual Entry
adiespentthen Manual Entry.
3. Enter the contact’s email information. | Pe— v Add]
Note: Use the bottom row of the keyboard to enter special characters and use shortcuts.
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4. Select the Address book icon.  eT— B v Add |
5. Select Create New Contact. fiel e Doiite i Bont
»
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6. The email field should show. Select the X Create New Contact v ox |
people icon field to change the display | — | (2
name. : - = =
lane Doe@loffler com | |
7. Enter the name to display in address book. Edit Display Name
8. Select OK to save and close the Edit
- [ [Fox]
Display Name.
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9. Select OK to save. ‘ X Create New Contact
Jane Doe 2 :
jane doe@Iof fler.com :
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Add a New Contact using the Embedded Web Server

1. At acomputer, open a browser and enter =
the IP address of the AltaLink. 55 htps// XX XXXEXK
Note: The IP address can be found in the :
top left corner of the home screen.

2. Enter the Username and Password for the

copier.
3. Select Login. Ilm:|ﬁ

| Login |

4. Select the Address Book icon.

5. Select the Add button to add a new contact. | Add |

First Name Last Name

6. Populate necessary fields, i.e. First and e
Last Name, Display Name [name that
appears in contact list], email and/or fax.

Company

Note: If the entry is a favorite, select the E Fs""”""“' |
appropriate favorite button at the right of the
entry fields. -

Email |

~ Email Favorite

rm |Fax |
=- Fax Favorite

D Show Dialing Characters

7. Select the Save button

‘_ Save ’
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Edit a Contact at the Copier

LOFFLER

1. Select the Home button on the front panel to .
display the home screen.
2. Select the Email icon. -
3. Select Device Address Book. E.
]
Note: If the Device Address Book icon doesn’t J
appear, select the Add Recipient button, Device Address Book
asarepenithen Device Address Book.
4. Select the i button next to the recipient name. X Pt v o
7 ] 2
D ]J(::'edgf(;lulﬂcuom
5. Select which field to edit. X Details + oK
6. Make the changes and select OK to save and Edit Email Address X
close the window.
v 0K
7. Select OK to close the Details window and OK X Details v oK \
to close the Contacts window. *
Jane.doe@lof fler com [
Edit a Contact using the Embedded Web Server
1. Select the contact from the list and press ek, Dortd e
Edit. e lde
Z::ZT * D’I;‘:iclk@otsneywonﬂ com
Grobelny, Emily *

J
JD

Furst Name

Last Namo.

2. Edit the fields as required.

3. Select the Save button to save the

Donaid Duck

Company
Disney Worid

Display Name *

changes.

Duck. Donald

Fmail
DDuck@disneyworkd. com

Fax

Globai Favornd

Emai Favorte
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A contact cannot be deleted at the copier. Log into the remote user interface to delete a contact from the
address book.

Delete a contact using the Embedded Web Server

1. Open a browser and enter the IP =
& https:// XX XX XX XX

address of the AltaLink into the
address bar.

2. Select the Login button

3. Enter the Username and Password Login
for the copier. UseriD

admin

4. Select Login. Pamswerd
[m J

I Login |

5. Select the Address Book tab.
N -

6. Select the category, in this case xerox
Email, of the Address Book to

Select the contact. ([asa IET E
. —
Select Delete. B e o L | Jane Doe
*AIIFavoriles 7 Joe ONeil —
Email * Email
John Anderson @ jane.doe@Ioffler.com
John.Publici@loffler...
Favorites 6 =

9. Se|eCt OK tO COI"IfII’m Message from webpage X
0 Are you sure you want to delete the following contact?

Jane Doe

L SIS
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