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How to Send a Fax

Send faxes directly from any Microsoft Office 2003 application! You can fax from any program in your
Microsoft Office 2003 Suite.

Procedure
e Open the document you wish to fax, using the appropriate application (Word, Excel, etc.)
e From the menu bar select File, Send To, Recipient Using Internet Fax Service

A new email message will be displayed containing a blank fax cover page. The document that is open
will automatically be converted to a TIFF image file and attached to the message. Complete the cover
page fields as you would like them to appear on the fax at the receiving end. Header fields, located at
the top of the window, allow you to enter the information for sending the fax via email.

¥ Sent with Microsoft Office 2003 Fax Service - Message -8 %

tionforhelp + X

: Fle Edit View Insert Format Tools Table Window Help Type

LYoy B P Y SRR W E PR cac YT Fre-—se)
i:=dsend | Accounts~ | ) - |2 & | ¥ 8 | ® || (3 optons... ¥ |HML -
| This document will be sent to the recipients listed below. |
Country/Region City/Area Local
Fax Recpient: || ‘ Fax Number: lUmted States (+1) __V_” - - Add More
Subject: ISenr with Microsoft Office 2003 Fax Service
Attach... |

[»]

 Fax Service v X

Select a cover sheet

[Vl Use cover sheet
Template:
Business Fax ;I

Personal Fax

To: [Click here and tvpe name] From: [Click here and tvpe name] 2
Fax: Fax:
Phone: Phone:

Preview the fax

= See the fax image of your
Date: 2/13/2007 document.

Subject: [Click here and type subject]

Calculate the cost

Your fax service provider will
charge for each fax sent.

Calculate cost

Comments:

Figure 1. The email message window, showing a blank fax cover page.
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1. You may elect to use a cover sheet or not, by selecting the box labeled "Use cover sheet” from
the Fax Service menu on the right. You may also select different cover sheet styles from the
list.

2. Complete the fields on the cover sheet by entering the data from the keyboard. The cover
sheet will be printed as shown when the fax is delivered.

3. Next complete the fields of the fax header. This information is necessary for transmitting the
fax. Country code - choose as appropriate from the selection list (default: United States, +1)
City/Area - enter the telephone area code of the destination fax number
Local - enter the seven-digit fax telephone number
Click "Add More" to designate more than one fax destination.

Preview the Fax by clicking Preview in the column on the right.

Click Send to deliver your fax. If you have elected to receive a notification for sent messages, you will
receive an email from cfnotify@microsoft.com.

Congratulations! You have successfully sent a fax.

Outbound Fax Confirmation

Documents faxed from Microsoft Office applications are delivered by the Concord Internet Fax service.
Soon after sending a fax using Microsoft Office, you will receive two email messages from the Concord
network:

« A confirmation that the email message containing the fax attachment was received.
« A second email confirming whether or not the fax was delivered successfully.

Confirmation emails are returned to the email address used for sending the fax. Sending email
addresses, and other feature settings, are established when the fax account is created at Concord. For
more details on available fax account settings, please refer to the Internet Fax for Office User Guide
available from Concord at www.concordfax.com.
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