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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, 

then Manual Entry.  

3. Enter the contact’s email information. 
 

Note:  Use the bottom row of the keyboard to enter special characters and use shortcuts. 

 

4. Select the Address book icon. 
 

5. Select Create New Contact. 

 

6. The email field should show. Select the 
people icon field to change the display 
name. 

 

7. Enter the name to display in address book. 

8. Select OK to save and close the Edit 
Display Name.  

 

9. Select OK to save. 
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Add a New Contact using the Embedded Web Server 

 
  

1. At a computer, open a browser and enter 
the IP address of the AltaLink. 

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. 

 

4. Select the Address Book icon. 

 

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

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

Note:  If the entry is a favorite, select the 
appropriate favorite button at the right of the 
entry fields. 

 

7. Select the Save button 
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Edit a Contact at the Copier 

 
 

Edit a Contact using the Embedded Web Server 

1. Select the Home button on the front panel to 
display the home screen.  

2. Select the Email icon. 
      

3. Select Device Address Book. 

Note: If the Device Address Book icon doesn’t 
appear, select the Add Recipient button, 

then Device Address Book.  

4. Select the i button next to the recipient name.  

 

5. Select which field to edit. 

 

6. Make the changes and select OK to save and 
close the window.  

 

7. Select OK to close the Details window and OK 
to close the Contacts window.  

 

1. Select the contact from the list and press 
Edit.  

 

2. Edit the fields as required.  

3. Select the Save button to save the 
changes. 
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Delete a contact using the Embedded Web Server 

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

 

1. Open a browser and enter the IP 
address of the AltaLink into the 
address bar. 

2. Select the Login button  

 

 

3. Enter the Username and Password 
for the copier. 

4. Select Login. 

 

5. Select the Address Book tab.  

 

6. Select the category, in this case 
Email, of the Address Book to 
narrow the search for the contact.  

7. Select the contact.  

8. Select Delete. 

 

9. Select OK to confirm.  

 


