
 
This article will explain how to forward incoming faxes to a shared network folder. This will be set up using 
the MC561/ CX2731MFP web page. 
 
1. Type the IP address of the MFP in the 
address bar of your browser and then press 
Enter to bring up the MFP’s web page.  
 
2. Click on the Administrator Login button. You 
will be prompted for a User Name and Password.  
The default user name is admin and the 
password is 6 lowercase ‘a’s (aaaaaa). Click OK.  
 
3. If this is the first login to the web page and you 
would like to enter the Setup information do so 
here, otherwise click SKIP.  

 
 

4. Click Transmission Settings.   
 
5. To create an Automated Delivery Setup click New on the first open position.  



  
 
 6. In the Automated Delivery field, type a description, for example: Fax Forward GHP.  
You can forward faxes to one or more E-mail addresses or to a Folder from the Profile List. 
For this article we will use a folder. 
 
NOTE: For instructions on how to setup the scanner to scan to a shared folder using the CIFS protocol see 
OkiDoc # 4074. 
  
7. In the Automated Delivery drop down, select 
ON.  
  
8. In the Search field section, check the box 
labeled Received Fax.  
 
9. If you want to set specific number(s) to 
forward to, click Preferences. 
 
 
 
 
 
 
 
 
 
 
 
 
10. Set Deliver all Fax to OFF and enter the number(s) you want forwarded to your folder  
 
11. Click Add for each one. Do not use spaces or dashes. Click OK. 

 



  
12. Click Edit in the Deliver To - Folder section.  
 
13. Choose a profile from the Profile List and click OK.  

  
 
14. In the Print drop down menu, select ON to also print or OFF to forward without printing. Click Submit.  
  
15. With this setup the faxes from the selected numbers will be automatically forwarded to the shared 
network folder. 


