MUSKINGUM .
WATERSHED Vonage Fax Service

COMNSERVANCY DISTRICT
1 Vonage Fax Service
This guide will show you how to send and receive faxes from your Vonage dashboard.

1.1 Sending Faxes

1) Sign in to your Vonage Online Account.

2) Under My Apps, click Fax.
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3) Click the + New Fax button and select the line to use (if you have access to multiple fax lines).
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4) Enter the phone number to receive the fax in the To field, then click the same number below. Click Next.
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Click on Number when it appears here.
Click "Next"
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5) Check the Use Cover Page option if you want to add one:

Send Fax
Sending as: Atwood Law Enforcement Fax (330) 859-6060

(330) 364-4161 X

[ Use Cover Page j

Attachments

Drag and drop, or browse your files

Cancel Preview

a) Accept default cover page or select a cover page for use from the menu.

b) Complete required fields for the cover page you selected.
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6) Upload the fax you want to send. You can either drag and drop into the Attachment window or click Attach
File.
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7) Click Preview to review and then click Send.
r 1

X
Send Fax Send Fax

‘ Sending as: Atwood Law Enforcement Fax (330) 859-6060 ~ Sending as: Atwood Law Enforcement Fax (330) 859-6060 ~

Q Q (330) 364-1161 X

(320) 364-4161

Use Cover Page Preview
Attachments
test fax.txt % Atwess Rznger Fax Line
6608 333-239-p0te
hank yeut

Drag and drop, or browse your files

Maximum fax size is 20 MB.
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8) A Delivery Report should be emailed after successful completion to the configured email group.
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1.2 Receiving Faxes

1) When a fax is received, you should receive a notification email stating “You have received a document”,
similar to what is shown below:

Incoming Fax to 17406856770

() ' Seneca Park Business Fax 740-685-6770 <DoNotReplyNotify@vonagebusiness.com >
° To Seneca Park Fax - Vonage

"You have received a document.

Sender's Caller ID: 12135922973
Date/Time: 08,/17/2022 12:41:22PM
Number of Pages: 1"

2) You will need to sign into your Vonage Online Account to retrieve the fax. Under My Apps, click Fax.
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3) Next, select the desired fax from the Recent tab under Fax, and then click on the Download icon on the right
side of the window to download the file to your computer.
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4) Once downloaded, you can open the fax like a standard document and print if you need a physical copy of
the file.
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