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I. Sending On-Campus Faxes

Fax Destinations can be B : S S
entered in the TO CC or BCC File Message Insert Options Format Text Review Q Tell me what you want to do...

. ) ! N Cut . s sl > N 0]
field. The address should be %) A A 22 &s U E
formatted as fO].].OWS: Paste ‘ : ,v,.“ PO T Ity AcB!drcss Check Attach Attad:

> ook Names File~ Item
Clipboard e Basic Text Names Includy

o Start with the receiver’s

To.. | |2647@uhdfax.uhd.edu;|

number you wish to = =
] . . Co
appear in the destination send
fax “To”: 7647 =
. Then add Subject Your New EFax local in house addressing

@uhclfax.uhcl.edu. Please
refer to the example on
the right.

Il. Sending Off-Campus and/or Long-Distance Faxes

Fax Destinations can be entered in the To, Cc, or Bcc field. The address should be
formatted as follows:

« Start with the receiver’s number you wish to appear in the destination fax “To”:
2812267647

o Then add @uhclfax.uhcl.edu

« *Note: You will not need your LD code to send the fax. Please refer to the example

below.
File Message Insert Optians Farmat Text Review Help Acrobat Q Tell me what you want to do
C e 1 et s > -
0 Calibri (Boc - |11 | A &7 iZ-1=-| 2 |8[2] % mj U _2 %q E [* Foliow Up
. . . ! High Importance
Paste o i B I U ay,a, = = = &= 5= Address Check Attach Attach Signature  AttachFile  Assign
- Format Painter - ~ 7 Book Mames Filer ltem~ - via Link Palicy - & Low Importance
Clipboard Pl Basic Text Pl Mames Include Adobe Acrobat Tags Pl
Tow. 2812267647 @uhclfax.uhcl edu
:Ijl Cc..
send
Bt
Subject
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Il. Sending International Faxes

Fax Destinations can be entered in the To, Cc, or Bcc field. The address should be
formatted as follows:

« Start with 9 then the receiver’s country

Q Tell me what you want to

code, city code and fax number wish to ra— o .| R 8%
. . . « 1} . D T oo [_! 3’@ @

appear in the destination fax “To” field, e o s rulwoa s o A
Please add at least 5 commas after your 011 Cipbosrd 1 BusicTet
to add a pause for the international dialing.: o Ton. | [2011,,.,,Country Code City Code Fax Number @uhdfax.uhd.edu
9011,,,,country code city code Fax number.

b Then add @UhCIfaX'UhCl'edu Suhjetlt" International Fax Instructions|

« You no longer need the LD code when

sending these faxes.

Please refer to the example screenshot above:

IV. Find an On-Campus Fax Number

Perform the following steps:

« In Outlook click on New (for new message)
« Click on To..., Cc... or Bcc. and enter the person’s name you want to send a fax
« Highlight the person’s name and right click on their name

o Click on the Phone/Notes tab

. . . Huebner, Lance M x4
 Their fax number will be in the Fax: [
section. Huebner, Lance M
Telecom Supervisor

Once you have the number perform the General | Organization | Phone/Notes | Member Of | E-mail Addresses
following steps. Follow steps I, II, or III on e ,

. Business: 281-283-2986 Home:
the rlght' Business 2: Home 2:

Fax: 281-226.7647 Mobile:

Assistant: Pager:

Notes:

Add to Contacts
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V. Sending a Fax to Multiple Numbers

If you want to send multiple faxes separate multiple addresses using the semicolon (See
below for an example):

Untitled - Mesd]
Insert Options Format Text Review @ Tell me what you want to do...
L] Cut 2zl [} EU @j z,
A A £ 1 gy
M A ]
D Copy v’@ _
Paste ) B I U | A Address Check  Attach Attach Signature £
- Format Painter Book Mames Filew ltem~ -
Clipboard F} Basic Text Names Include A
To... 7647 @uhdfax. uhd.edu; 7677@uhd. fax.uhd.edu; 2812832969 @uhdfax.uhd.edu;
=1
Cc...
Send
Bee..,
Subject |Mu|tip|e Faxing Instructions|

Subject text is optional, but if you do not enter subject the system will automatically enter
“Fax from” as the subject.

VIl. Body of the Text and Sending Attachments via Fax

Enter a message in the body of the fax just like you would a normal memo. If you want to
send attachments, i.e. Excel, Word, etc. utilize the same procedure as you would in an
Outlook message. See below:

H © T4 s Attachment Faxing Instructi

Message Insert Options Format Text Review Q Tell me what you want to do...
akl Cut 2zl % iy .
oo I: I are
A A i
| (i 2 6 _ L4
Paste . B I U |3 A Address Check  Attach Attach Signature Att
- Format Painter Book MNames Filer ltem~ - [
Clipboard ] Basic Text Mames Include Ado

The FAX server will automatically

Tou. 7647 @uhdfax.uhd. edu;

= | convert your attachment and put
* | o it in fax format. If the fax is
Subjec [ Attachmen]Fating mstractions printed out it will print in the
T format it was created in i.e. Excel,

Word, etc.
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VIII. What Occurs Once a Fax is Sent

You will receive the following message header in your email notifying you of the status of
the fax, if it transmitted successfully or what problems occurred when attempting to

transmit.

BEOSS-
FILE HOME SEND / RECEIVE FOLDER VIEW McAfee E-mail Scan ADOBE PDF
7 (FxIgnore Dy (;/ O ¥ €3 To Manager
‘:' .% % slean Up~ x L(i L(l L-)I B et E3 Team Email \; Done ’ j w
Er\r‘::i’| It::svv ..'&Junkv Deleter | Reply REAF;IIY Forward E@ More ~ Q(- Reply & Delete # Create New |¥ Mi)ve
New Delete Respond Quick Steps [F]
4 Favorites ¢ Al Unread | se:
Inbox 2| D)@ |FROM SUBJECT
Unread Mail 4 Date: Today
Sent Items Streem Center Streem Fax Results - Success - Test

Result Summary <http://STREEM2013/streemalert/Status.php?JNum=1703> (click to view re

Deleted Items

When you open the message you will have a message like the following informing you the

fax has been successfully transmitted.

Result Summary (click to view results on-line)

Job Number 196 Submitted
Subject test Recipients
Total Pages 1 Status

Billing Info

11/27/2018 8:57:03 AM
1

1 of 1 successful

Recipient Results

PR “Perez, Regina®
SUBJECT:  test

Name Number/ Address Result Pages Sent Attempts Date/ Time Elapsed Time
Regina Perez 7676 Success 1 11/27/2018 8:57:10 AM 00:50 (14.4k)
University of
Houston Clear Lake G e, TG g A
DATE: Wav, 27, 2018
ATTN: Regina Perez

Note:
test

supportcenter@uhcl.edu
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IX. Receiving Faxes

When you receive a fax you will see the following message in your inbox in email:

BESS -

FILE HOME SEND / RECEIVE FOLDER VIEW McAfee E-mail Scan ADOBE PDF
(=1 rfl[?lgnore x N (\ N < Y Loc B0
[:] or= —l ¢l | [F2 Meeting Y
N .’:3 % Clean Up~ Sei = Ie [R_Ie F[jéd EJ Team Email v Do
ew ew elete eply Reply Forward [5§ pore ~ =]
* ore
Email Iems~ &oJunk~ All 0 « Reply & Delete ¥ Cre
New Delete Respond Quick Steps
<
4 Favorites All Unread
Inbox 1| Do [From | SUBJECT
Unread Mail 4 Date: Today
Sent Items @J Streem Center Fax From StreemCenter

This is a fax from StreemCenter <end>
Deleted Items

X. Unsolicited Fax

IMPORTANT NOTE: If at any time you receive an unsolicited fax, please forward the fax
via email to UCT Support Center at supportcenter@uhcl.edu so Telecomm can contact the
vendor.
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