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	To:
	NASA HQ IT POCs.   Please review and distribute ONLY as appropriate.

	Subject:
	New Address Book Feature Enabled on Multi-Function Devices (MFDs)

	What is Happening:
	The local address book feature has been enabled on all Multi-Function Devices (MFDs) to allow users to store frequently used fax numbers and e-mail addresses associated with the scan-to-mail function.
Basic instructions for adding frequently used e-mail addresses and fax numbers to your MFD are shown below.  Consult the MFD Web page for more information about MFDs at HQ and for the manual for your particular model.  
[bookmark: _GoBack]Instructional signs will be placed at MFDs to assist users.

	Using the Address Book Feature on MFDs:
	Adding E-Mail Addresses and Fax Numbers:
1. Press the “Utility/Counter” button
2. Touch “One-Touch/User Box Registration” on the LCD
3. Touch “Create One-Touch Destination”
4. Touch “Address Book (Public)”
5. Touch “E-Mail” (or “Fax”) 
6. Touch “New”
7. Touch “Name,” and input the name of the person using the LCD touchscreen buttons, then touch “OK” when finished
8. Input the e-mail address or fax number:
a. For E-mail Addresses:  Touch “E-mail Address,” and input the name of the person using the LCD touchscreen buttons, then touch “OK” when finished
b. For Fax Numbers: Touch “Fax Number”), and input the fax number using the numeric keypad buttons, then touch “OK” when finished
9. Touch “OK” (a registration number will be automatically assigned)
Using Stored E-Mail Addresses and Fax Numbers:
1.	Insert your document into the document feeder or place on the copy glass.
2.	Press the “Fax/Scan” button.
3.	Ensure the “Address Book” tab is selected on the LCD.  
4.	Touch the index tab button of the first letter of the name you are trying to locate (e.g. for John Smith, touch the “JKL” tab)
5.	Touch the name of the person you wish to select
6.	Press “Start”

	Learn More:
	MFD User Guides:  http://www.hq.nasa.gov/office/itcd/MFD.html 


	Support:
	Enterprise Service Desk (ESD):  
· Web Site: https://esd.nasa.gov
· E-Mail: nasa-esd@mail.nasa.gov
· Phone: 358-HELP (4357) or 1-866-4NASAHQ (462-7247)

	This notice was sent by the HQ Information Technology & Communications Division (ITCD).
IT Notice Archives    |     IT Outage Calendar    |    ITCD Products & Services



image1.jpeg




