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Print to Fax

*IMPORTANT NOTE* The Masergy Internet Fax is not compatible with Mac computers, only Window PCs.

1 From the application that you've created the documentthat you want to fax, select File-> Print.
2. Then select the Masergy InternetFax printer from the list of printers.
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3.  Select OK to print the document.
4. Enter in the recipient information and “Click Add Recipient”.

InternetFax V 7.6 |£|
B To: W [~ save (=) Address |
- Subject: IExecuted Contract from ABC Corp
" % Country: [UsA -1 |

Add Redipient

o } Fax #: ISUE —|5559999

Delete Selected |
Enter Number withput Dashes

Delete all |
Click 'Add Recipient' after entering number

Cover Page
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5. After you click “Add Recipient,” your recipient will be added to the list. (The “1” will automatically be added
to the phone number after adding recipient to thelist.)

InternetFax V 7.6 L= |

B To: IJane Doe [ save (=) Address |

Subject: IExecuted Contract from ABC Corp

% Country: jusa -1 |

A & Fax #: I I Add Recipient |

18055559999@Jane Doe Load List |
? Delete Selected |

Your recipient will show up here

when you click 'Add Recipient’ Delete All |

Cover Page |
Config | rﬁ ‘ Send I Close |

6.  Add another recipient if you want by entering the information and clicking “Add Recipient”.

InternetFax V 7.6 = |
B To: |Jane Doe [~ save (=) Address
P Subject: IExEcutEd Contract from ABC Corp

(g
ﬁ = Country: |USA-1 =l
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Delete Selected
Your recipient will show up here
whenTou click 'Add Recipient' Delete All
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7.  Add a cover page by clicking the “Cover Page” button.
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To: IJane Doe [~ save (=) Address |

Subject: |Executed Contract from ABC Corp

< country: [usa-1 ~|

Fax #: I I Add Recipient |

18055559999 @Jane Doe — |
Delete Selected |
Click|the 'Cover Page’ Button E2EEA |

Cover Page
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8.  Select one of 3 cover page types.

Cover Page Selecﬁonl [ % |
Click on "Text on Coverpage™ fo fill
reVIEW

over Page
out data on co e
= Do not send Fﬂg

i~ General
* Urgent!
{~ Confidential !

This shows a thumbna

image of the cover pag
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Text On Coverpage |
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a. Click on "Text Coverpage" to fill out the data for cover page.

Text on Cover Page L=

Cover Page Notes

Enter Cover Page text

/ here

Press OK to Save

9. Input the information that you want to be put on the cover page and click OK to save.
10. Tosend your fax, click “Send”.
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B To: IJane Doe [ Save (=) Address |

Subject: |Executed Contract from ABC Corp

. Country: jusa -1 =

Fax #: I —I Add Recipient |

18055559999@Jane Doe Load List |

. Delete Selected
Click 'Send' to send 4|
your fax Delete All |
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11. Note this screen which confirms that the system has received your fax and is attempting to send.

© Your FAX has been successfully sent to the Network for faxing: *

Please check your e-mail in few minutes or stay
connected to the Internet for Real-Time confirmation.

MOTICE: If you do not have a Broadcast account, you are limited
to sending to only 10 destinations at a time.

-

12. Tosee your fax file cabinet (queue of faxes), click on the world icon on yourcomputer's  EgHL L =i

tool bar (lower right side).

Click on this icon to
see your see your fax
file cabinet

13. This shows your fax waiting to be sent. You can keep this open to see when your fax is successfully sent by
the system, or you can close it and wait for an e-mail confirmation.

Fax File Cabinet
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Status
' Success
 sucress
® ot Authorized
@ Mk Authorized
@ ot Authorized

B

To
13108074393 @jeffrey Kayne
13108074393@] Kayne
121334447600 kaayne
12133444 760@effrey Kayne
13233444 760D effrey Kayne

Subject
Test Fax
test fax
test

Facbest
Test Fax

Date:
6/3(2013 1:04:37 PM

5/31/2013 2:12:04 PM
5/31/2013 2:02:50 PM
5/31/2013 2:00:44 P
5/31/2013 1;57:23 PR

Close.

14. This screen can show both your pending, successful and unsuccessful faxes aswell.
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