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lll. MESSAGES

The Messages page lets you view your inbox, send a fax, or upload a file.

A. INBOX

Your inbox will contain all your received fax messages including the number information of the sender,
and number of pages a file has. This will also give you the option to delete or download a certain file.

_ Messages
Overview
» Inbox | Send Fax | Stored Files
Contacts Inbox
Email Setup +]- Sender Date | Time Pages Delete Download
2432419311 Sun Feb 17 23:34:49 2008 1 U PDF, P5
Fax Log
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Switch Number
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Click on ‘Delete Selected’
after ticking on the box of Click icon to delete the single Clicking on the file

the selected file you want file you wish to remove from type allows you to
to delete. your inbox. download the file.
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B. SEND FAX

This page will let you send your fax to single or multiple recipients.

How to Send a Fax Using Your Control Panel

Single Recipient

1 — Select the source of your file

2 — Click on ‘Browse ' to search for desired file to fax

3 — Enter a Subject for your fax

4 — Choose for destination: ‘Single Recipient ’

5 — Fill in other fields on ‘Attention’, ‘Company’, and ‘Comments’. These will all be included in
your fax cover letter.

6 — Click on the ‘Send Fax’ button.
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Multiple Recipients

1 — Select the source of your file

2 — Click on ‘Browse ' to search for desired file to fax
3 — Enter a Subject for your fax

4 — Choose for destination: ‘Multiple Recipients
5 — Enter a .csv file or enter the list of recipients manually on the ‘List Recipients’ text box.

How to Create Comma Separated Values (CSV) files usin g Microsoft® Excel™

Open a new spreadsheet.

Enter the Phone Number, Company Name and Recipient Name in one row, one entry per
cell. *If you do not wish to fill in the Company or Recipient Name, leave it blank.

Repeat step 2 as needed.

Click on “File” then “Save As”.

Select “CSV (Comma Delimited) (*.csv)” in the drop down box labeled “Save as type”.
Click “Ok” then “Yes”.

N e

ook w

Number Format:
[1+ 10-digit fax number]

Entering recipients Manually

Format: [1+10-digit fax number] , [company name] , [recipient’s name]
Example: 1404559876,My Company,Nick

NOTE: Enter only one recipient per line.

6 — Fill in ‘Comments’. These will all be included in your fax cover letter.
7- Click on the ‘Broadcast Fax ’ button.
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C. STORED FILES

To ease sending out of frequent outbound fax files, your control panel lets you store these messages for
easy access. Storing files is simple. Just go to the ‘Stored Files’ section then click ‘Browse ’ to search for
desired file to store. Write a description about the file then refer to the stored files box for the file you
recently uploaded. Note that the following are the acceptable file types for faxing: .pdf, .ps. and .tif.

Click on ‘Delete Selected’ after
ticking on the box of the
selected file you want to
delete.

Click the trashcan icon to Clicking on
delete the single file you wish download icon

to remove from your stored allows you to
files. download the file.
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