A ZENO

OFFICE SOLUTIONS

I o XEROX

Address Book Management

Eot View Favorites Joos Hep
| Sugpeates ez ~ (3 Professional Services - Home £ Login < | X-Tips N Global Service Net (© PODIO-ZENO v~

 S——— |

Centreware 4, admin - Logout | Home | Index | Site Mag
Intermet Services XEROX WorkCentre 7845

D B Rt T

Secunty, User Permussions
import Using Email
Import From File

Expon
2 All Contacts Download Sample
Delete All
* All Favorites n Deb Mercuno = | 'a = I
Cmail Dr. Ellen w
& contacts Allen Everett
Erin Hamuiton-Mullin... Allen Everett

Favorntes
x 5 Food Service

Fax

Help Desk 2 |
[ . -
= Contacts Email

Knstine ¥irsten severet3@jhmi.edu
Y Favontes

Sarah Stephens

8y Groups
us® Pt

nTo ™ Shern Hakemian

Sylvia Powell

SE Heewrns OB

Open Internet Explorer > in Address Field Type the ARMT or IP Address > press Enter. Now in Embedded Web Services.
Click Address Book Tab.

To Login > in User ID field: type admin > in Password field: type 1111 > Click Login.

To Add a New Contact > click Add (1), > type the Contact Name in the *Display field ONLY.

Email

For Email: Go down to Email field & type the email address > (click the “= Add E-mail Favorite Star button. ' = =5 e-mant Faversze g

appear in the Favorites Screen).

For FAX: Go down to Fax field and enter the Fax number > (click the “='Add Fax Favorite Star button raaraxraverite {0 gnnear in the
Favorites Screen).

To Delete (2) a Contact > Highlight the Contact > click Delete button.
To Edit (3) a Contact > Highlight the Contact > click Edit and make changes > Scroll to the bottom > press Save button.
Scroll down and select Save and Add Another.

. Follow these steps to make any other changes or additions.

. Now Click A All Favorites (4) > to Move Up / Down (5) a particular contact or Alphabetize (6) the entire List.
. To Export the Address Book: > click Management (7) > click Export > follow the prompts > select a location to save file to > OK

. To Import the Address Book: > click Management (7) > click Import From File > follow the prompts > Browse & select location where file
save to > Insure to check 0 Replace existing Device Address Book with the new contacts. 5 jick OK.

. Close the Internet Explorer.




