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How to setup scan to email on a Xerox
MFP

1 Enter the IP address of your Xerox printer in a web browser tab then press Enter

2 Click "Login" button

https://www.metrosales.com/knowledge-base/
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3 Click "User ID"

4 Type admin
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5 Type xerox, 0000, or Serial Number of device

6 Click "Login"
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7 Click "Properties"

8 Click "Apps"
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9 Click "Email"

10 Click "Setup"
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11 Click SMTP "Edit" field

12 Click "Required Information"
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13 Click here

14 Click "Host Name"
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15 Type the smtp server name or IP Address. For Microsoft Outlook Type
smtp.office365.com

16 Type 587 for port number

http://smtp.office365.com
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17 Click "Host Name"

18 For Google Gmail Type smtp.gmail.com

http://smtp.gmail.com
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19 Type 465 for port number

20 Click "Apply"
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21 Click "Connection Encryption"

22 Click "STARTTLS (if available)"
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23 Click "Apply"

24 Click "Email Setup"
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25 Click SMTP "Edit" field

26 Under the SMTP authentication tab, click "Device" for User Jobs
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27 Click "Login Name"

28 Type Users Email address who will be used for authenticating to your email server

mailto:auser@company.com
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29 Click "Password" then enter the password for user account named in step 28

30 Click "Retype password"
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31 Click "Apply"

32 Click "Test Configuration"
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33 Click "To Address" enter a user email to send test email


