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Log into fax service

Message # 7975777
Fax CSID: BEGETIT133
Fax #: 15585335931
Caller ID: 18666707133
Date/Time: 7/27/2022 5:44 PM
Page Count: 1
Fax Status: Success

« Click on “Fax Login” in the upper right corner of the screen
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ClicktoFax Service Login

Ciick to Log into the ClicktoFax Fax Software

ABOUT US

« A new window will open up with the login screen. Enter the Username and Password provided to you by
ClicktoFax and click on “Submit”
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Configure your Account

« Click on “Settings” to re-configure your user account
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« You may edit any of the available fields. To change where your incoming faxes are emailed, change the
“Primary Email” field. If you have changed any fields, click on“Save->" at the top right and your information will
be saved.

« If you want to change your password, click on the Password selection inside of the Settings menu bar. You will

be prompted for your old password as well as a new password. Save this to complete the password change.
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« You may also add additional notifications if you want your faxes to go to multiple recipients. Click on the
“Notifications” selection on the Settings menu bar. You will also need to set which type of faxes on which you
want additional notification. You can choose Inbound, Outbound or both. You also choose the format of
notification (PDF or TIF). You can also choose whether to send notification only on Successful faxes or all

faxes (including errors). Click Save-> in the top right to save your updates.
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Send a fax

« Click on “Send” in the main menu screen and fill in all of the fields with the appropriate information. This will



create your Coverpage. If you wish to send from a different company name, use the “From” field to modify this.
For the Fax Number field, if you wanted to fax to 216-555-1212, the number would have to be formatted as

2165551212 (no dashes). Once you have filled out all of the fields, hit the Next-> button in the top right to
proceed.
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« To add an additional file into the fax (like a Word Document or PDF), hit the Browse Button and select the
document you wish to use from your computer. It will be uploaded to the server and attached to your fax. If you

have added a file in error, you can hit the ‘X’ button by the file name to delete it as an attachment to the Fax.
Once completed, hit the Next-> button in the top right.
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« Preview — Next you can Preview the fax to make sure it looks as intended. If everything looks good, hit “Next->"



otherwise you can hit “Edit” to go back to previous steps and fix whatever is incorrect
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« Send Fax — On this screen, to send a fax you hit the “Send->" button in the top right. You also have the ability
to add a few additional recipients if you wish to send the fax to multiple destinations. You can always return to
previous steps of the sending process by hitting the ‘Edit’ button at the top right.

= ._.q'; B o e et 2 = 20X | & Faxigent e . |

CIithoFax SEARTH WIEW | SEND | SETTINCS LOGOUT

E T
&= EDNT SEND =

CPTHIMAL: Set Filteds bor Easy Aschiving

Piipers: aBow tanes 0 b ousc K iy iocabed in the feture. You can westch over 80 the setmge tals if needsd tn modity fister options. Your tes
nend seaame will not be resst,

Typeer — Select Typs — - I
Folder: Select oider -
otes: |
M needed, you can asnd » copy ol e fa Eranasiscn io sddiboml scipet:
[ e [ =
I name: |
Emal = | name: |

[T |

« Confirmation — Once the fax has been sent, you will see a confirmation screen. It will indicated your fax is
queued to be sent out and what destination number is set. You can option to send a new fax or send this same
fax to an additional recipient. At this point the sending of a fax is complete. Feel free to click on the View

selection at the top navigation block to see the fax you have sent.
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Receive a Fax

« To receive a fax, you need to distribute your fax number to the appropriate party, inbound faxes will
automatically be copied to the email address on your account as well as appear in the web interface.

« To view your received faxes, you need to click on the ‘Search’ button in the top navigation bar. This will search
through all of your faxes. It defaults to view all faxes, though you may change this to only show certain faxes or
specific date ranges. You also have options to the left of each fax to let you ‘Download’ the fax, ‘Print’ the fax,
‘Forward’ the fax, or ‘Delete’ the fax. If you wish to view the actual content of the fax, you can click on its
preview display.
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« To view the actual fax, you can click on it from the Search window. This will show you the content of the fax as

well as giving you options to change orientation, download, forward, delete, and print the fax.
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Logout

« To log out of the web system, hit the ‘Logout’ button in the top right of the primary navigation menu. You will be

returned to the Login Screen.
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Additional Support

« If you need additional support, please email: support@clicktofax.com and we will respond back to you
quickly indicating your request is being handled.


mailto:support@clicktofax.com

Thank you for signing up!
-The ClicktoFax Team.
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