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Scan to Email - Gmail 
 
Settings required to use Gmail for SMTP on a Sharp device. Please note the device must 
support SSL/TLS authentication. 
 

1) Go the SMTP settings area on the Sharp device’s web interface. You can get to 
this by using the IP of your sharp in the web browser. 

 
2) Enter the settings as below. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Primary Server: smtp.gmail.com  
Port Number: 587  
Sender Name: Name associated to the valid Gmail account you are going to use  
Sender Address: <Valid Gmail Email Address>  
Enable SSL: Enabled (Ticked)  
SMTP Authentication: Enabled (Ticked)  
Username: <Valid Gmail Email Address>  
Password: <Valid Password for above account>  
Click submit to save your settings. 
 
 

3) Run a connection test on the Sharp web interface and confirm the result is 
successful. 

 
 

4) You are now ready to scan using gmail. 
 
 
 



 

Scan to Email – Office 365 
 
Settings required to use Office 365 for SMTP on a Sharp device. Please note the device 
must support SSL/TLS authentication. 
 

1) Go the SMTP settings area on the Sharp device’s web interface. You can get to 
this by using the IP of your sharp in the web browser. 

 
2) Enter the settings as below. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Primary Server: smtp.office365.com  
Port Number: 587  
Sender Name: Name associated to the valid Office 365 account you are going to use  
Sender Address: <Valid Office 365 Email Address>  
Enable SSL: Enabled (Ticked)  
SMTP Authentication: Enabled (Ticked)  
Username: <Valid Office 365 Email Address>  
Password: <Valid Password for above account>  
Click submit to save your settings. 
 

3) Run a connection test on the Sharp web interface and confirm the result is 
successful. 

  
4) You are now ready to scan using Office 365. 
 

 
 
 



 

Scan to Folder – Mac 
 

1) Firstly, you need to setup the folder that you would like the scans to be sent to. 
For this example, we have setup a Scans folder on the desktop of the Mac 
called Scans.  

 
2) This folder now needs to be shared. This can be done by right clicking (CTRL + 

Click if using a single button mouse) the folder and selecting “Get Info”. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3) Now tick the Shared Folder Button if the message asking you to enable File 
Sharing click on Enable, then close the Get Info window. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

4) Now SMB File sharing needs to be switched on. This can be done by going 
into System Preferences and then selecting “Sharing”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5) From this window, you now need to tick the “File Sharing Option”. The Scans 
folder should be listed in the Shared Folder section and the user you will be 
using for authentication needs to be in the right-hand section. (In this example 
we will be using the “Solution Support” user). This user should have Read & 
Write permissions to the folder. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

6) From this window, click on the ‘Options’ key. Make sure ‘Share files and folders 
using SMB’ is checked and the user account you will be using to authenticate 
for scanning is ticked in the lower box. Enter the Password for the account and 
click OK. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7) From the Sharing window you will see the IP address/Host Name of you Mac. 
This will be needed to setup the scan destination on the machine. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
8) Go to the web browser of the Sharp device and add a new destination. The 

address for the scan destination will be 
\\<MACIPADDRESS>\<NAMEOFSCANFOLDER>. (The IP Address can be 
substituted for the Host Name of the Mac).  

 
The username will be the account you added into the sharing section in step 5, 
along with the password for this user. 

 
 

 
 

9) Scan to folder has now been set up. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Scan to Folder – Windows  
 

1) First you will need to set up the scan folder. We advise creating it in the C 
Drive. Once the folder has been created you will need to right click and go to 
properties to share the folder out: 

 
 
 
 
 
 
 
 
 
 
 
 

2) You will then need to go to the sharing tab and click ‘share’, 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3) You will need to share it out to the account you are using to authenticate it. We 

advise creating a ‘scanner’ user account with a secure password. Type the 
account name in here and give them read and write permissions, and then 
click “share”,  

 
 
 

 



 

 
 

4) Next you will need to go into ‘advanced sharing’, click ‘permissions’ and click 
‘add’. Type in the account name you’re using in here, e.g. scanner and tick ‘full 
control’. Click ok. 

This will have now shared the folder and got the correct folder path. (which will be under 
“’network path’ in sharing. Copy this path. 
 

5) Next you will need to go to the web browser: 
 
To do this you will need to type the IP of your printer into the URL box,  
Click ‘login’ (top right corner)  
Username: admin, Password: (admin password)  
Click on address book  
Click ‘add’ 
 
 
 



 

6) First, you will need an ‘address name’ – this will be the name you will see on 
the printer, and initial. Tick check box ‘register this address to be added to the 
(frequent use) index’ only for the most frequently used destinations. 

 
 

7) Next you will need to add the folder destination details. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Above is an example of the details required to set it up. 
 

• Next click on ‘Network Folder’.  
 

• In “Network Folder Path” add the folder path from the shared folder you just 
created.  

 
• Then you will need to add a username and password for authentication, (for 

example purposes I have created a scanner account), this will normally be your 
windows username and password. 

 
 

• Tick check box ‘set as default used’  
 

• After the above has been done click submit and the scan destination will be 
created and will now be able to be used. 

 
 
 



 

Updating a Scanner Account 
 
 

1) To update the scanner account or any account being used as authentication you 
will need to type “cmd” or “command prompt” into your windows search bar: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2) And you will need to right click and “run as administrator”  
 

3) Next you will need to type the following in: 
 

 
 
 
 



 

 
 

Once you have done this you will need to update this password in the web 
browser:  

 
1) To do this you will need to type the IP of your printer into the URL box 

 
2) Click “login” (top right corner) 
 
3) Username: admin, Password: (admin password) 

 
4) Click on address book  

 
5) Click “edit”  

 
6) Under the username and password update this to the new password 

 
 

7) Click ‘Submit’, and this should be working now. 
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