3.

Using XMediusFAX Web Version

With the Web Version of XMediusFAX, you can access and use XMediusFAX from any computer, tablet, or
handheld device that has an internet connection.

1. Open up your browser and type in the URL: 144.35.35.121/fax
2. Use you SLCC email address. The default password is 589985 for first time you log on.
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Email Address : michelle.dye@slce.edu

Password : LTI
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Remember my password
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% Inbound History Language: English
9 outbound History View faxes as: TF ~
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= Cutgoing Queue

When sending a fax to new contacts

@ Ask me if I want to add them to my Personal Contacts
() Add them to my Personal Contacts

‘ 4 them to my Personal Contacts
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4. To compose and send a fax, click on Compose on right had side.
» Under Recipients:, enter Name, Company and Fax Number.
» The default, SLCC cover sheet will come up automatically
» Add a Subject and enter a Comment (if needed).
» To attach documents, under Attachments: click Browse and navigate to the document(s).
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Folder Compose Sender & Company information Options
5 Inbound Histary

@ Outbound History
E?ﬂ Qutgoing Queus Name: Robin Howard

Recipients
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Company: Salt Lake Community College

Fax: 801-997-7077 More recipients...

Cover Sheet
Style: Default Cover Sheet (SLCC BW Logo Cover Sheet .cse) +
Subject: Here is the fax I promised you

m

Comment: Thanks for your help!

Attachments
[c:\Users\rhunt29\Desktop\xmedius 03-22.xlsx Bowse.. |
More attachments... 8
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5. To personalize your company information on the cover sheet, click on the Sender & Company Information
tab then select the Use custom sender and company information option.
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& Compaose 1 submit

Folder Compose Sender & Company information Options
% 1nbound History
B Outbound History

4 Outgoing Queue @ Use custom sender and company information

) Use default sender and company information

Personal Information

Salutation: E-mail: Michelle Dye@slee.edu

Frst  Michelle Mebile:

Last Pager: 3
Name: Dye

Job Title:

Awesome Individual Specialist Il

Billing Information

gilling code:

Sub Billing Code:

Company Information

Company:  galt Lake Community College Phone: g01) 9574498
Address:  Campus: RRCMailstap: Cmp Fax:  B019974498
Contacts it "
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Under the options tab, you can choose to use the default options (recommended). You can also choose Use
custom options and set; Priority of fax, Number of Retries in the event the fax is not sent the first time,
Resolution of the fax, and Notifications.
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2 Inbound History
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Options
Priority: Mormal =

Number of retries: 3

Resolution: UktraFine =
Notify on success

Notify on failure

Broadcast notification

Restore defaults

Contacts
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Click on Submit and this will move the document to your Outgoing Queue to send. When sent, a report will
display.
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E‘l Compose

Fax successfully queued for delivery; Broadcast 1D is AGFECB14-82D7-
4D04-9BF2-1D29A65E85A4-2098-BR

Fax submitted
Folder ’7

a Inbound History
2 outbound History New Recipients

= Outgeing Queus The following recipients do not exist in your personal contacts, please
check the contacts you want to add:

Rebin Howard, Salt Lake Community College, 301-397-4550

_ok |

Contacts
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You can check for incoming faxes under Folder in the navigation pane on the left. Select Inbound History.
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Faxes you have sent are listed in Outbound History. Select Outbound History under Folder in the navigation
pane.
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Add the people you fax the most in the Contacts folder. You can also create a Group of contacts and import
contacts from a data source.
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= Compose |i New|v| P Edit | X Delete | | |ED Addto . v | |63 Remove from .. w | | [ Send Fax |-Blmpun(:umacts

— Show: Al < Selects Al liona, Grosps, Contacts

Contacts All Members (6)

No item is selected.

Personal Contacts David Allen
LAl Members & Fr

Q'g Frequent Faxers

Michelle Dye

OIT Fax

Robin Howard
Technical Support

6 Items
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If you have any questions or need additional assistance, please call Technical Support at 801-957-5555.



