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Locate the following icon saying “Fax Console” on the desktop or you might find this under “Programs, Accessories, Communications, Fax”
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2. Upon opening the program you will see the above program on your computer
3. This step is neccessary for the first time only to set up your information that will show up on the fax sheet. Go up to “ Tools” and Click on “Sender Information”
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4. Input only your name and your fax number in the top fields and select “ok” 

5. Upon selecting ok, your program will look like the below image.  
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You may close out by selecting the X in the top right and you will return to the desktop

You have two ways of sending a fax, if you would like to send an document via an Office program, Select “File”, “Print”, Chose the Fax printer  “ \\Server1\Fax “ then click ok and the “Send Fax Wizard” will appear as shown on page 4.
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If  you want to send a cover letter only, locate the following icon saying “Fax Console” on the desktop or you might find this under “Programs, Accessories, Communications, Fax”
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Select the icon on the far left which creates will allow you create a fax.

3. Upon clicking on the icon, a “Send Fax Wizard” will appear, select “next” to proceed. 
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4. On this screen you will see the recipient information (the person you are sending the fax too) in the top field where it says “To:” click in that box and type in the person or company’s name you are addressing.  


Hit Tab on the keyboard or use your mouse and select the “Fax number” field and input the fax number you are going to send the fax too.

If this Fax is going to multiple recipients, after typing in the fax number select “Add” in the middle right of the program, this will add the first person to the list, repeat this step as necessary until you are completed with adding recipients.

Press “Next” when ready to proceed.
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5. On this screen select the down arrow on the field that says “Cover page template: ” and select the cover page that you will using for this fax.
6. Upon selecting the cover page that you will be using, click in the field that says “Subject Line” and type in the subject of your fax. Hit tab on your keyboard or select with your mouse in the “Note:” field. This is where you will type in the comments or body of the fax.  In order to send a fax you must type in either a subject line or note, or both.  For instance if you type in a subject you don’t have to type in a note to proceed but you can leave both empty. Select “Next” on the  bottom  to proceed. 
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7. This allows you to schedule the fax to go out on a certain time. Typically you will not need to adjust anything on this page so select “Next” again on the bottom to proceed.

8. You are almost done, this last screen acts as a confirmation page, showing you the name and number of the person you are sending the fax too. It also allows you to preview the fax before it is sent. If the information shown is correct select “Finish” on the bottom right to send the fax.
9. Most problems with faxes being sent will be the wrong area code or number. To verify that your fax is being sent after finishing the “Send Fax Wizard”, select the “Outbox” icon from the left side. You will see the “queue” of faxes being sent. Sending a fax can take some time due to the modem calling and connecting with each fax number. 
On the right side of the program under the heading “Extended Status” you will see exactly what stage the fax is located at. It should say “Dialing” at first, followed by “Connecting” then “Transmitting”. 
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10.  When the fax leaves the outbox, the fax has been sent to the recipient. Further verification of this is found by selecting the “Sent Items” icon below the “Outbox” and you will see a list of the faxes that have been sent.
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11. You are done, Happy Faxing!
