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User Guide - Portal and Email Access




Step-by-step instructions for using your choice of .
Internet FAX access @\ IreFax

Send an aireFAX through the
Web Portal User Interface at
aireFAX.com

Click here to learn how to use aireFAX through
the Web Portal

Send an aireFAX by Email

Click here to learn how to send an aireFAX by Email
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Send an aireFAX through the Web Portal User .
Interface g\a IreFax

Web Portal User Interface
Step-by-step:

1. Login to your portal.

2. Select the Send option either from your dashboard or the from the tabs listed.

FAMAGENT

DASHBDARD

88 15 ¥ &L F ?

SEARCH SEND & FAX, FAX SETTINGS: UPDATE PROFILE CHECK BILLING SUPPORET

3. Recipient Info

* Fill in the pertinent informationl this will translate directly onto the fax cover page.

o Fax Number (required): The fax number you are sending to.

o Deliver To: The name of the person you are faxing.

o Sent From: Defaults to your user name, but you can update it here.
o Fax Subject: Subject of the fax.

o Notes: Shows in the body of the cover page.
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Web Portal User Interface &aireFax

o Cover Page: Select whether or not your fax is sent with a cover page or choose
between available cover pages.

o Schedule: Choose to send immediately or delay sending to a future date.

o Tracking Key and Charge Code: Open fields that are searchable for future use
(client codes, billing, etc.).

+  Once completed to your satisfaction select the NEXT button in the top right.

4. Attachments

+ Ifyou're faxing an attachment select BROWSE to find your document.

FAYAGEMNT OASHBOARD SEARCH WVIEW WD SETTIMNCE ADMIM  LOCOUT

1 RECIPEENT INFO o ATTACHMENTS 1 PREVIEW FAX % CONEIRMATION

ATTACHMENTS: ADD OPTIONAL MLES To BE ilILUDED iN FAX =T HEXT =3

* Pl upkaad Nerit: 10 pav lan

Lytmeied Lim Azprpied Fie Formaty,

B TEST- 00 L STU-P L LHE-W] OO H HO-AK TIF {30 KB
B TEAT- M SRR R0 W O el A T [
) TIEST- 360500 L R O] PO0-HI AN TIE | B4 K8

You can select up to 10 attachments per fax.

+ Once you have the documents attached select NEXT in the top right.

5. Preview Fax

+  From the Page Preview page you will see how many documents you've attached and the
layout of the cover sheet.

o Please note that no information will show in the example.

+ Select NEXT in the top right.
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Web Portal User Interface

K aireFax

6. Send Fax

FAMAGEMNT DASHBOARD SEARCH VIEW SEND  SETTINGS ADMIN  LOGOUT

&: SEND FAX
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From this page you can add a Type, Folder or add notes that are searchable in the future
when looking for this fax again.

You can also include up to 5 other recipients of the fax via email or fax delivery.

Once you've made your selection (or left this blank) hit SEND in the top right.
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Web Portal User Interface {éireFax

7. Confirmation

FAXAGEMNT DASMBOARD SEARCH VIEW SEND SETTINGS ADMIM  LOGOUT

5: CONFIRMATION

MUESSHCE:
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n Send @ P i

B serel rns fun 1o anotbenr recipient

This page gives you a summary of information about the sent fax:
*  Message #

+ How many attachments were included

* The primary recipient

+ And the fax number you are sending to

You can also choose to Send a new fax or Send this same fax to someone else.
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aireFAX by Email {éireFax

- B
& FAXAGENT x
€« ' | https://airefax.com =
o —
== FAXAGENT . A SEARCH VIEW SEND SETTINGS ADMIN
DASHBOARD Last Retresned 959 59 AM ro mto retresh v Q
—
—
& .
—
SEARCH SEND A FAX FAX SETTINGS UPDATE PROFILE CHECK BILLING SUPPORT
2 General Account Info Ap Activity Summary
...... ADM Biing
arme Sid Sen e
Primary Fas Numbe L e 3
Account Created AM Son e
2 Log 4 AM LT3 - 1 St e
[ Recent Faxes Sent P Recent Faxes Recenved
Dt Numbe Pag 4 Date Number Pag
411 A p - 1 4 7 AN 518 ] (] 3 -
! & .40 AM ” 7014 936 AM S18 ] 4 5
& %35 AM 4 14 50 AM S1E200111 3
4 931 AMm 4 - L 4603 M [ | ) -

KaireFax

Easily manage your faxes using our online portal*

*Portal access not available with dedicated internet fax DIDs when included with AirePBX Enterprise.
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Send an aireFAX by Email

<aireFax

Step-by-step instructions for using your Internet Email FAX access.

1. AireSpring Internet Fax

Send and receive faxes
using your email
account.

-

A dedicated internet
fax number is
included with
AirePBX Enterprise,
and available as an
optional add-on to
other products.

/Dedicated lines now \

available on the following
Cloud Communications
services:

AirePBX

Local PRI/T1

Digital PRI/T1 Handoff
Local SIP Trunking

\ Analog Handoff /
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aireFAX by Email <aireFax

2. Send an AireFax using Email

4 N

/ \ faxagent@airespring.com
. g pring
1[FAXNUMBER]@AIireFAX.com — — Message Sent: 3733814

To Joe Faxer

You must enter 1 before the number. MESSISNN 15 Document POF 4 K5)

Delivery Information:

To... [ 18181231234@airefax.com; ] Message #: 3733814
Cc... I } Sender Name: Joe Faxer
Sender Company: Airespring
Subject Test Fax Sender Phone: 818-123-1234
Remote CSID: FaxAgent
E Total Pages: 1
Here’s my awesome fax message.
v Start Time: 1/19/2016 2:33:22 PM
End Time: 1/19/2016 2:33:32 PM
Duration: 20.000 sec
A receipt will be sent to your email. Delivery Count: 1

Recipient List:
18181231234@airefax.com +1 (818) 1231234

K / dick here to view this message online
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aireFAX by Email KaireFax

3. Receive an AireFax using Email

e ™
— - Fax Transmission

Tue 1/19/2016 2:34 PM
faxagent@airespring.com
Fax Received: FaxAgent

To Joe Faxer To: 18181231234@airefax.com From: Joe Faxer
Message "% Document.PDF (4 KB)
- Fax: +1(818)1231234 Date: 1/19/2016
Delivery Information: RE: Test Fax Pages: 1
Message #: 3733815
Comments:

Local Number: 8181231234
Remote CSID: FaxAgent

Total Pages: 1 Here's my awesome fax message.

Receive Time: 1/19/2016 2:33:32 PM
Transmit Time: 0.001 sec

sl el The attached PDF is the AireFAX |

— —— — e— — — e— — e— — e— — — m— — m— — m— —

Fax machines will receive an AireFAX as normal.
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