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Add Email Address/Fax Number BH C220 

Adding Email/Fax via the WebConnect 

**** NOTE *** the IP address of the copier may be required.  If you do not know the IP address, speak with your system 

administrator. 

Log into the WebConnect and get to the address screen 

1. If you have a Bridgeport icon on your desktop, double click it 

• If you do not have the icon, open a web browser and enter the copiers IP address in the address bar 

2. Click the Orange box 

3. On the left hand side, click [Address Book] -> [Store Address] 

4. To enter a new address, click [New Registration] 

• To delete an address, click [Delete] 

• To edit an address, click [Edit] 
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Add an email address 

*** NOTE *** It is assumed that your machine is set up to send emails.  If it is not, please see your system administrator. 

1. Select [Email] 

2. Click [OK]  

3. Enter a name in the [Name] textbox 

4. Specify the keyword (Usually the first letter of the name) 

5. If you want this address to populate the main screen of the Fax/Scan section of the 

copier, check the [Main] checkbox 

6. Enter an email address in the [Email Address] textbox 

7. Click [OK] twice. 
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Add a Fax Number 

1. Select [Fax] 

2. Click [OK]  

3. Enter a name in the [Name] textbox  

4. Specify the keyword (Usually the first letter of the name) 

5. If you want this address to populate the main screen of the Fax/Scan section of the 

copier, check the [Main] checkbox 

6. Enter the fax number in the [Destination] textbox 

a. It is recommended to use the area code for local numbers 

7. Click [OK] twice. 

 

 


