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Icon Description

View Fax - to preview fax online.

| 4
a Rotate Fax - to rotate fax 180°

ﬂ Download PDF - to download fax in PDF format.

Reply to Fax - to reply in fax. The original fax will be the first document faxed aftel
FAD the cover page.

Email Fax - to forward faxes via email without the need of an email client.

Add a note - to add alditional details such as company name, date, keywords, an
etc, in the fax's notes, to aid the management of documents (faxes).

i F Move to Archive - to archive the fax in the Archive folder on the server.

Permanently delete - to permanently delete théax from the server.
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@ Access tanbox page where incoming faxes are stored.

Access tSend Fax page where you can send faxes via the Internet.

Acceptable file types are Word (.doc), Excel (.xIs), PowerPoint, PostScript (.ps),
(.pdf), TIFF (.tif), Text (.txt). Max file size is 20MB.

Recommended: TIFF (.tif) format is most ideal in terms of format compatibility ang
optimal transfer speed over the Internet.
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Access t@rchive page where sent & forwarded faxes are stored.

Access t@utbox page where queuing faxes are displayed.
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Contact page is currently not applicable nor supported.




Note: The following information is intended for your reference purposes only. ADASS is
in no way associated with any of the websites or software cited below.

How to convert your document to PDF?
There are many online tools and software applications which you can use to generate

PDF documents. Some are free while some are not.
I Convert To PDF: Guide To The Best Free Online PDF Conversion Tools
http://www.masternewmedia.org/convert-to-pdf-guide-to-the-best-free-online-

pdf-conversion-tools/

9 ADASS highly recommends CutePDF Writer. CutePDF Writer installs itself as a
"printer subsystem". This enables virtually any Windows applications (must be
able to print) to create professional quality PDF documents - with just a push of a
button!
http://www.cutepdf.com/Products/CutePDF/writer.asp

How to convert your document to TIFF?
(Tip: TIFF is much preferred over RDbettercompatibility and transfer speed.)
You may use Microsoft Office Document Image Writer (included with Microsoft Office

Document Imaging, a component of Microsoft Office) to save any document in the

Tagged Image File Format (TIFF).

1. Openthe document you want to send and proceed to print.

In the Name list in the Print dialog box, click Microsoft Office Document Image
Writer.

3. Click Properties.

Under the Page tab in the Microsoft Office Document Image Writer Properties
dialog box, select A4 in Page size and Portrait in Orientation. Landscape is also
supported but we have realized that Portrait gives the optimal result.

5. Click the Advanced tab and under Output format, select the TIFF - Monochrome
Fax option, and then click OK. (Recommended: Select Fine (200 DPI) or Super Fine
(300 DPI) for better quality.

6. Inthe Print dialog box, click OK.

In the Save as dialog box, select the View Document Image check box, and any
additional options you want, and then click OK.

8. You should now have a TIFF format document created. The location of the TIFF
document would as designated in the Save as dialog box from Step #7.
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