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How to use the eFax service

- You can send faxes via the web without ever touching a fax machine!

To send a fax...

1. Open aweb browser and go to https://fax.distinctivevoiceanddata.com

2. Login with your eFax credentials (these can be provided by the IT department)

3. To send a Fax, fill out the “Send Fax” form, including Fax number and potential
recipient emails, cover page, subject, and notes.
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To receive a fax...

I.  Acopyof anyinbound faxes will automatically be sent to the email address you

used to sign in. You will receive an email message with an attached PDF with a copy
of whatever paper fax you would have received.

a. You also canview any inbound faxes directly from the web portal. Copies are

stored for up to 12 months.
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