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Getting started

Activate your extremeFax™ service.

Click the activation link in your welcome email and complete the activation wizard. Manage all
your incoming faxes right from your desktop with eXtremeFax Call Controller™. Download
Call Controller from the wizard, or click the Download tab in your online account.

4 ways to send faxes
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Overview Messages CallLog Contacts

Main: (866) 624-3407

My Settings

Download

0 FaxOut from the web

FaxQut - Fax from Web

Did you know? You can alsc

send faxes from your Call Controller or directly from any email accour|

Click here toflearn more about sending faxes from your Call Controller
Click here toflearn more about sending faxes from your email

o

Use Cover Page: Contempo
Cover Page Note:

Enter a fax number. Click Add to enter
additional fax numbers.

Recipients list: Attach { Attach the documents.
Fax Number: 6505551212 Edit Add Attachment  Remove
Name (optional): ImpravemengAfitiatives txt
Contacts Add Remove @ Add attachment - Windows |
\g‘ http://service.extremefax.cfm/sendfax/addattach. | @‘

Please click Browse... to find an a%\menl and then click Add

|[ Browse. | [ Add

20 MB maximum file size

@ Internet | Protected Mode: On #3 ~  ®.100% ~

Compose your cover page and click
the Send Fax button.That’s it! Your

= fi}youhav requested - Message (HTML)

() wf

fax is on its way.

Fax via Email

|- Message ‘ Insert Options Format Text Add-Ins. Adobe PDF . .
- | i = Open a new message in your email
11 A IETEY T v A L. .
o = [58) &2 - s ool program. Enter the recipient’s 10-digit fax
S il e 2 e HE number followed by @rcfax.com.
Clipboard '3_. : es _.:Incfude '3 Options || pr

Use the subject line to create

= To.. | |6504724056@rcfex.com
S ceo | |

Subject: |Infc you have requested.l

Attached: | | Improvement Initiatives.txt (574 B)

15 o

text for the cover sheet.

Attach the documents and click Send.

Tip: You can add multiple trusted email
addresses, so employees can send
faxes from their own email accounts.
Go to My Settings>Fax Settings.
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ﬁ@ ' Call Controller
eXtreme Fax Internet Fax

: = 5 . p— Click the fax icon or simply drag and drop
o o | ¥ @ @ =ly/] a document into the Call Controller box.
Send Schedule | Edit Attach Scan | Options

g .

| @ dd from Contacts—— Edit and sign faxes electronically.
Fax Number: EE | (650) 555-1212 j
- ® Enter the fax number and optional
name and company.
Company:
Name / | Fax Mumber: Company | |
& E= (650) 555-1212 X

Use Cover Page. Your No

Attached is & document you have reguested.

Add your documents and

@
compose a cover letter.

Documents

Improvement o

Initiatives (... J

Click Send.

7 Send a fax from Mlcrosoft®
T applications.

- B v‘ TNormal 1T No Spaci

View

References Review

Page Layout Mailings

Pj [ P—— Ju-a A" =

(SR o |n T e by 3P A;v”ﬂ-i-‘ |§\

Click the RingCentral fax icon found in
Microsoft® applications, or print the
document to the RingCentral Internet
Fax printer.

Clipboard & Font [F1 Paragraph i sty

Printer

Nome: | s RingCentral Internet Fax = [ Properties ]
Type: RingCentral Internet Fax

Where:  NUL [T print to file
Comment: [ Manual duplex
Page range Copies

@ Al Number of copies: 1

(©) current page Selection
(&) Pages: [¥] collate
Type page numbers and/or page

ranges separated by commas counting
from the start of the document or the:
section. For example, type 1, 3, 5-12 o
plsl, pls2, pls3-pss3

R

Print: All pages in range H Pages per sheet: 1page
Scale to paper size: |No Scaling [~

9. Office-is a phone system and phone service package. J
10 Nauha Mahkila Offieanh 1. Offical aratian nh, .
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Jane D
Main: (866) 624-3407

Download

Call Log Contacts My Settings

Folders Sent ltems 1- 10711 new)

- Inbox

= Outbox Open To Recipient Sent
b Sentltems

. Deleted fiems B [View) . 650) 4724056 Leon Bo... Today 12:47 PM 2 pages -

| Delete || MarkasRead | MarkasUnread || Block |

Teems of Uss | Privacy Pelicy
Copyright & 1889-2010 RingCentral, Inc. All rights reserved

L Inbox - Microsoft Outiool
| file Edit View Go Tools Actions OutlookConnector Help Adobe PDF
i 34New v| @ 3 X | Gk Reply G ReplytoAll & Forward | B ¥ | Send/Receive v (& | [ Search address books v @

: B GoToMeeting~ | 35 Meet Now (® Schedule Meeting

: &' extreme Fax~ | eXtreme Fax~ {3 Send Fax _

Mail « |2 mbox
Favorite Folders. ¥ B, 4 3% O @ From Subject
Mail Folders 2 I eXtreme Fax Fax Message Transmission Resut to +1 (650) 472-4056 - Sent
[.5) A1l Mailitems. I~ Here are the results of the 2-page fax you sent from your phone number (866) 624-3407:
Name Phone Number  DateandTime Result
3 & Mailbox - Jane Davis - Jane Davis +1(650) 472-4056 Thursday, October 21, 2010 at 12:47 PM sent

‘ file Edit View Go Tools Actions Outlook Connector Help Adobe PDF

33 New v| & 33 X | G Reply S ReplytoAll & Forward | B3 ¥ | 4 Send/Regeive v (& | @ Search address books e
EB GoToMeeting~ | 35 Meet Now (© Schedule Meeting B

% eXreme Fax~ | TomLee ~ | @isend Fax o

Mail « |2 mbox

Favorite Folders v B, 145 D g From Subject

Mail Folders B 4 ) eXtreme Fax New Fax Message from John R. (650) 472-4055 on 10/21/2010 at 12:59 PM ™
2] All Mail Items - .vau Have a New Fax Message

@ 2 Mailbox - Jane Davis

Received: ‘Thursday, October 21, 2010 at 12:59 PM
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Main: (866) 624-3407
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¥ Inbox

= Outbox Open From Location Received Lengtl|
= Sent ttems.
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Once you’ve sent a fax

Check the status of your outgoing fax in
the Messages tab of your online account.

The fax record appears in the Outbox folder
while eXtremeFax processes your fax.

When the fax has been delivered,
the log will move to the Sent ltems
folder. You can store up to 200 faxes
for an unlimited time.

You'll receive a confirmation email
showing the results of your fax.

Email

eXtremeFax delivers incoming faxes
to your email inbox. Click the PDF
attachment to view your fax.

Online account

Log in to your online account, and click
the Messages tab. eXtremeFax stores
up to 200 faxes for an unlimited time.
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Menu -

i
e = e
= — e ——
Overview v | |@ DN = | & | | |
| | Click on any message that has a fax icon
o~ Messages (1) next to it in the Call Controller window.

&) Voicemail Play New
i Faxes (1) View New

t

s Mew fax from
John R. ((650) 472-4055)

Use your fax machine as a virtual scanner.

Fax important documents directly to your eXtremeFax account to create a copy
in PDF format. eXtremeFax will automatically store your documents online or you
can download and archive them on any computer—for safe and easy access.
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