NCDTech: FAQ Sending a Fax from your Workstation.

Step 1: Open the document, Web page, or e-mail message you want to fax.

Step 2: On the File menu, click “PRINT”.

Step 3: On the Print dialog box, under Select Printer, click Fax on <Server Name>. Then, click “PRINT".

Step 4: On the Welcome to the Send Fax Wizard page, click
“NEXT".

Step 5: On the Recipient Information page,

a. Type the recipient name in the To box

b. Type the recipient fax number in the Fax number box. To
send to more than one recipient, type the information in the
appropriate boxes, and click “ADD”. The recipient will appear
in the list, and then you can add another one. When finished
click “NEXT".
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Send Fax Wizard

Welcome to the
Send Fax Wizard

Thiz wizard helps pou create and send a fax.

Ta continue, click Nest.

< Back [ Next>|§[ Cancel ]
L

Send Fax Wizard 3 |

k2

Recipient Information
Enter the name and number of the parson you want to send the fax ta,
of click Addresz Baok to select a fax recipient.

Ta: |Kim Akers | [ Address Book... ]

Location:

Fawnumber. [ | | ) |ss5-555-1111] |

[ Usze dialing rules Dialing rules..

To gend to mulkiple recipients, twpe each recipient's information above, and then
click Add to add the recipient to the list below.

Recipient name Fax number Add

Remaove

Edit
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Step 6: On the Preparing the Cover Page page, select the
Select a cover page template with the following information
check box. Click the template that you want in the Cover
page template list. Complete the Subject line box and,
optionally, the Note box. Then, click “NEXT".

Step 7: On the Schedule page, click “NEXT".
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Schedule
Specify when pou want yowr fax to be sent, and et priority.
Higher pricrity faxes will be sent first.

‘When do you want to send this fax?

) Now
O When discount rates apply
() Specific time in the next 24 hours:

What is the fax pricrty?
O High

(& Nomal

O Low
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Send Fax Wizard
Preparing the Cover Page
Select a cover page template, and type a subject ine and note if required by the
template.

Thizg infarmation iz automatically added to the cover page.

Select a cover page template with the following information

Cover page template: confdent ~ Sender Infarmation. ..
Subject line:

Signed cortract
M ate: fax —

[l mail you the ariginel fer your records|
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Step 8: When done, click “FINISH”.

Completing the Send Fax
Wizard

You have successfully created a fax as follaws:

From:  Tony Morthiup

. Recipient name Fax number
Kim Akers 555.555-1111

Cover page template: confdent
Subject: Signed conlract
Time to send: Now

To send your fax, click Finish.
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Your workstation will now connect with the remote fax machine and send the fax with a cover sheet. If your original is on

paper, scan it first, and then fax the scanned image.

11004 Manchester Road Saint Louis, MO 63122 www.ncdtech.com Ph: 314.968.2237  F:314.968.2238



