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Question

How do I send a fax?

Answer

With Vantage Communications, we offer two ways to send a fax message. These methods are through emailand our fax
portal. Below, we will go over both methods.

Sending Fax with Email

Open a new email and type the 10-digit fax number followed by @fax.vantageip.comin the To: field of your email application. An
example of this would be 2155551104 @fax.vantageip.com

In the body of the email, you will need to manually type the following with [password]being the fax password provided to you by
your Admin or our Concierge Team

@@password=[password]

Before sending, your email should look something like this:

File ~ Message Insert Options FormatText Review Help Q Tell me what you want to do

e e Attach File ¥ P FollowUp ~ R’ =
2 x wl=-izva| Bl | Jeaner | f Mo | B[S B || D
Paste BIU|ZwAv|SS=|z= | Addes cex n @ Highimportance | pvste | Sensiivity | Customer | Insights | View
- = = === | Book Names | [ZSignature~ | policy~ |, Low Importance - - Manager Templates
Iclipboard Basic Text & Names Include Tags Bl voice | Sensitivity My Templates |~

You are not responding to the latest this conversation. Click here to open it.
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Subject Sending a Fax Through Email

@@password=faxpasswordl123
Attach the document(s) you would like to fax out and hit send

Sending Fax with the Fax Portal

Sign into the Fax Portal found at https://fax.vantageip.net

If you need your credentials or a password reset, dial 611 from your Vantage phone or email customercare@vantage.com for
assistance

Click on the Compose Fax button in the top left corner
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In the MName and Company fields, enter this information if applicable. Itis not required to fill out these two fields

In the Faxfield, enter the 10-digit fax number you will be sending a faxto. An example of a valid entry would be 6095557312
Click the Choose File button towards the bottom of the page and upload the document(s) you intend to fax. Before sending,
your page may look like this:
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Cover Sheet

Style: Default Cover Sheet (vipfax.cse) ¥
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Comment:

Attachments

Document to attach
| Choose File | This is a test fax.pdf

More attachments...

If all the information is correct, you may hit Submit to send the fax
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