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Send a fax from a Windows XP-based computer

Y ou can send and receive fax documents using a computer fax / modem. If the document you want to fax isin
paper, scan it first and then send the scanned image. When you receive a fax, the computer will saveit asa

computer.

Instructionsfor using a computer to perform print and scan tasks

Y ou can send and receive fax documents using a computer fax / modem. If the document you want to fax isin
paper, scan it first and then send the scanned image. When you receive a fax, the computer saves it as an image
file that you can save and print. To prepare a computer for sending and receiving fax documents, first connect
your computer modem to the phone line with a standard phone cable. Then prepare your computer.
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Install the Fax component

Fax components need to add software and activate your computer fax / modem.

Toinstall the Fax component

1. Log on to the computer as an administrator. If you are not sure if your account is an administrator, try
installing the fax component. If the account does not have computer administrator privileges, you will receive a

notification and the installation will be stopped. If that happens, ask someone to set up your account so that this
installation can be done.



2. Click Start , and then click Control Panel .
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3. In Control Panel , click Add or Remove Programs.
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5. In the Components list, check the Fax Services check box, and then click Next . Click Cancd if this check
box is selected and you want to uninstall the Fax component.



Windows Components Wizard

Windows Components
Y'ou can add or remove components of YWindows =P,

To add or remove a component, click the checkbox, A shaded box means that only
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6. The system will install the fax component. If you are prompted when installing, insert the Microsoft Windows
XP CD, and then click OK .

7. Click Finish then Close . Switch to the next section to configure the fax service.
Configure fax service
To configure fax service in Windows XP

1. Goto Start > All Programs > Accessories > Communications > Fax , and then click Fax Console.
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2. When the Fax Configuration Wizard appears, click Next .



Fax Configuration Wizard @

Welcome to Fax Configuration
@ Wizard

Thiz wizard helps pou configure your computer to zend and
receive faxes,

To continue, click the Mext button,
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3. On the Sender Information window, type in the information you want to appear on the fax's margin page. It is
not necessary to fill in al the fieldsin it. Click Next to continue.
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4. The Fax Configuration Wizard will display the Select Device for Sending or Receiving Faxes window . If you
want to be able to receive incoming faxes, check the Enable Receive checkbox . If the phone line connects to

your computer for fax use only, click Automatically answer after . If you want to manually answer incoming
faxes, click Manual answer . Then click Next to continue.



Fax Configuration Wizard @]

Select Device for Sending or Receiving Faxes
Select the device that you want to uze to send of receive faxes.

Pleasze select the fax device

Courier Terbo Dual Standard Fax PC

Enable Send
Enable Receive
() Manual answer

(%) Automatically answer after 2 -$| rings
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5. On the Transmitting Subscriber Identification (TS D) window, type the information you want to use in the

TSID box. Typically, this information usualy includes your fax number and business name as well as your
name. Then click Next .
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TSID: 5566551212 Palt

[ < Back ]l Ne:-:t>|\§[ Cancel ]
LJ\U

6. On the Called Subscriber Identification (CSD) window, type the information in the CSID box. CSID is

information that will be displayed on incoming fax numbers. This number will help confirm that you are sending
the fax to the correct recipient. CSID islike TSID. Click Next .
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7. In the Routing Options window, select whether you want to print faxes automatically. If you do not
automatically print incoming faxes, they will be contained in the Fax Console. Check the Print it on checkbox if
you want each fax you receive to be printed automatically. Then click Next .
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8. On the Compl eting the Fax Configuration Wizard window, click Finish .
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Completing the Fax Configuration
@ Wizard

You have succeszsfully completed the Fax Configuration
Wizard,

Configuration Summary: |

Devices configured to zend faxes:
Courier Terbo Dual Standard Fax PC
The TSID of theze devices iz B55-655-1212 Palit.

Devices configured to receive faves:
Courner Terbo Dual Standard Fax PC
Devices are configured to automatically answer
incoming fax calls after 2 rings. |
The CSID of these devices is BE5-685-1212 Palit.  » |

To cloge this wizard, click Finish.
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9. The Fax Configuration Wizard will be closed and a Windows Security Alert will appear, click Unblock .
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Your computer is now ready for sending (optional), receiving faxes. You can use Fax Console to browse
incoming and outgoing faxes, or you can do it manually.

Send fax
To send afax, follow the instructions below:

1. Open the document, Web page, or email that you want to fax



2. On the File menu, click Print .
3. On the Print dialog box, under Select Printer , click Fax . Then click Print .

4. On the Welcome to the Send Fax Wizard window, click Next .

Send Fax Wizard @

Welcome to the
@ Send Fax Wizard
Thig wizard helpz you create and zend a fax.

To continue, chck Mext.
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5. In the Recipient Information window, type the recipient's name in the To box. Type the recipient's fax
number in the Fax number box. If you want to send faxes to multiple people, type the recipient information in
the appropriate boxes and then click Add . The recipient will appear in the list, the boxes are cleared so you can
enter additional recipient information. When you have finished adding recipients, click Next .




Send Fax Wizard

Recipient Information
Enter the name and nurber of the person wou want to send the fax to,
or click Addresz Book to zelect 3 fax recipient.

e |Kim Akers | [ Address Book.... ]
Lonzation:

Faw number: [! | ] |555-555-1111| |
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To zend to multiple recipients, type each recipient's information abowve, and then
click Add to add the recipient to the list below,
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6. In the Preparing the Cover Page page window, check the Select checkbox a cover page template with the
following information . Click the template you want to send in the Cover page template list . Complete the
Subject line box and options, the Note box. Then click Next.

Send Fax Wizard

Preparing the Cover Page
Select a cover pane template, and bype a subject ine and note if required by the
temnplate,
Thig information iz automatically added to the cover page.
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Select a cover page template with the following information

Caover page template: :cc-nfdent v [ Sender Informatian. . ]
Subiject line:

' Sigred contract

Mate: fax

(1 mail you the ariginal for your records|
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7. In the Schedule window click Next .



Send Fax Wizard

Schedule
Specify when you want your fax to be sent, and set priority.
Higher priority faxes will be sent firgt,

Wihen do you want to send this Fax?
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8. In the Completing the Send Fax Wizard window, click Finish .

Send Fax Wizand EJ
Completing the Send Fax

Wizard
You have successfully cieated a fax as follows:

From:  Tory Mothiup

Recipiert name Fax number
Kim Akers 555.555-1111

Cover page template: confdent

Subject: Signed contract
Time to send: Mow

To zend pow fax, chck Finish,
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Y our computer will now automatically connect to the remote fax machine and send a fax with the cover page. If
the copy requires afax on the paper, first scan it, then fax the scanned image.

Receive faxes automatically

If you have configured the fax service in auto-receive mode, your fax / modem will answer the fax line and store
the incoming fax in the Fax Console.



To seethereceived faxes

1. Goto Start > All Programs > Accessories > Communications > Fax , and then click Fax Console.
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2. Inthe Fax Console, click Inbox . The received faxes are displayed on the right window
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Manually receive a fax

If you have configured the Fax service to receive faxes manually, the fax / modem will wait until you start the
fax receiving process. Fax received is then saved to the Fax Console.

To do thiswork

1. Goto Start > All Programs > Accessories > Communications > Fax , and then click Fax Console.
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2. Click File, then click Receive afax now .
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Fax Monitor will appear and wait for the fax to arrive. When the phone rings, Fax Monitor will automatically
answer, connect to the remote fax machine and receive a fax. Once the fax has been received, you can leave the
Fax Monitor open so that it can automatically receive subsequent faxes, or it can be closed to perform manual
fax reception.
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Hecerving fax

[ ] Keep thiz dialog wisible at all times
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Y ou finished reading the article "Send a fax from a Windows XP-based computer” edited by the TipsM ake
team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar
articles on tips and guides. Thank you for reading and for following us regularly.
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