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Digital Fax

Our Product Digital Fax feature is a next generation fax that allows you to send and receive faxes right from your
dashboard. With this feature enabled in your service plan, you can view, send and receive fax messages right from your
dashboard.

To get started with Our Product Fax feature, click the Fax icon %]on your dashboard. This displays an image similar to
the following image:
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Choose a PDF file to Fax: | | Erowvse..

Send Fax

¢ Enter the Fax number to which you want to send the fax message
+ Click Browse to locate the file on your computer
¢ Check Include Cover page check box and all the relevant fields will display dynamically as shown below:
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Choose a PDF file to Fa: Browse..

Enter the Company name

Enter From name that is sender’s name

Enter Rename that is recipient name

Enter Message if any

Upload the required PDF document and click Send

The fax will be Re-Transmitted to the recipient if the fax machine is busy
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Note: Fax will be Re-Transmitted only for 4 times
¢ Now the sender will get a Status message through an email whether the fax is sent successfully or not

Note: Digital Fax only supports .pdf files not exceeding 10 Mb in size. Please make sure that the file uploaded is a correct
.pdf file.

The fax is now being sent to the specified number. You can click the Sent Fax link to check the status of the Fax.
Received Fax

By default, this page displays the Received Fax Messages as shown below:
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1 126018961812 pdf 23 JO7A708434 07-Dec-2009 03:50:31 elizabethi@localhost Kh a b4 g
2 1260188603.10.pdf 23 7075708434 07-Dec-2008 033336  elizabeth@localhast ?ft; a8 X >
3 1260188451.8.pdf 23 7075708434 07-Dec-2009 03:31:04 slizabeth@locahost ?kaE (| x e
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Alternatively, you can also access this page by clicking the Received Fax Messages link under the Fax tab.
This page displays all the fax messages received by you. These details of the fax messages displayed in this section
include the fax number from where you received the fax, the email address to which you received, number of pages,
and so on.
¢ To download Fax messages, click the Download icon afor the specific fax message.
¢ To delete a fax message, click the Delete icon X for the specific message.
Forward Fax
¢ To forward a fax message to another user/number, click the Forward icon [_®for the specific message. This
displays a page similar to the image displayed below:
3
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Fax Number: +1 = = (NPA-MHG000
File: 1260189618.12.pdf

Forward

¢ Enter the fax number to which you want to forward the fax and click Forward.
Sent Fax

To view fax messages that you have sent, click the Sent Fax Messages link under the Fax tab as shown in the following
image:
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1 CMNAM. pdf a8 +15167628069 04-Jan-2010 03:47:32 Sent 35 kb a X [
2 Alpha_Beta_confiu_24Sept08.pdf 1 +15167628069 04-Jan-2010 03:37:22 Failed a7 kh a X [
3 WE4_Team.pdf 1 +15167628069 04-Jan-2010 03:33:48 Sent 52 kb a X [
4 1page.pdf 1 +17203626971 15-Dec-2008  01:09:25 Sent 44 kh a X [
5 1page.pdf 1 +15042651091 15-Dec-2009  00:59:19 Sent 44 kb a X [
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This page displays the list of fax messages sent by you, with details regarding the file name, number of pages, sent time
and date, and the number to which the fax was sent.

The ’Status’ column displays whether the fax has been delivered to the intended number.

¢ To download Fax messages, click the Download icon afor the specific fax message.

¢ To delete a fax message, click the Delete icon X for the specific message.
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