Administrator Intermedia WebFax
Software Application Download & Setup

Log in to your Intermedia Web portal

https://cp.intermedia.net/ControlPanel/Login?ClientType=UserSettings

Be sure you have selected the “For admins” tab

Voice services

HostPilot is an admin's central point of centrol over
users, devices and applications. Learn more,

Login
Password

Forgot password?

LOGIN

From the Main Screen

Select [Home]
Select [Unite]
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https://cp.intermedia.net/ControlPanel/Login?ClientType=UserSettings

e From the “Cloud PBX” screen select [Resources & Utilities]
o To the right under the [Name] column select your WebFax service

INTERMEDIA HOME USERS SERVICES + Accour

Cloud PBX

Utilize this section to create, manage and delete resources and

Phone Numbers

Aurtn Attends
Auto Attendant Search All locations

Groups .
] MName Type Extension

]| ABC WebFax Web Fax

e Now select [Setup Faxes, Settings and Tools]

INTERMEDIA HOME USERS SERVICES ACCOUNT ~
Cloud PBX
General ‘E) To resources & utilities
Phone Numbers fax
Auto Attendant General
Groups Use this page to make changes to this web fax.
Type Web fax
Name Webfax

Phone number @

PIN & Reset

Settings

Setup Faxes, Settings and Tools & I

Call Report
Location
Please match the location of this web fax to the location where it is most frequently used
Lacation Main company address A
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Select [Tools]

Select [Fax Upload Application]

Install the Fax Upload Application to you P.C.
1

INTERMEDIA Account: [6144851165]

WebFax

Settings

The items below are free tools for use with your service, Please

Alterna Tiff Plug-in -

Adobe (PDF) Reader -

This application allov
offered as a courtesy t

I Fax Upload Application 7|

Download and install the Fax Upload application in order to sen

directly to a fax machine(s) and/or to your fax mailbox

During the setup process you will be asked for your WebFax 10-digit telephone number

Accept all other default prompts to complete the installation
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Sending A WebFax From Your Desktop

e QOpen the document you intend to fax

e Select your [PRINT] option as if you were going to print this document
e Under the [PRINTER] tab drop down menu choose [UPLOAD NEW FAX]
o Then select [PRINT]

Intermedia Hosted Auto Attendant Recording.pdf - Adobe Acrobat Reader DC - olEH
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P— K Optimize PDF

[] Choose paper source by PDF page size
£ Fill &sign

[ Print on both sides of paper
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O Landicape

Page Setup.. |

Store and share files in the
Document Cloud

Leam More

e The [Upload New Fax] dialog box will appear

) Upload New Fax

Options | Log | Cover Sheet | About |

Document Name Fax Account Phone Number

Intermedia Hosted Auto Attendart]

[~ Sendto Fax mailbox Change:

[¥ Sendto Fax machine(s)
Add Cover Sheet
Add Signature/Annotation

If you have selected Send to Fax machine(s). enter the fax numberis)
below. K sending to more than one fax machine, separate each fax
number with a semi-colon. Or, type CTRL + Erter after sach fax number to
enter it on a new line.

Preview Send Cancel
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From the dialog box you may now create a cover sheet for your new fax by choosing [Add Cover

Sheet]

@ Upload New Fax

Options | Log | Cover Sheet | About |

Document Name Fax Account Phone Number

mesi Hosicd Al Aicat: [rapes798
[~ Sendto Fax mailbox Change

¥ Sendto Fax machine(s)
Add Cover Sheet

Add Signature/Annotation

If you have selected Send to Fax machine(s). enter the fax numberis)
below. If sending to more than one fax machine, separate each fax
number with a semi-colon. Or, type CTRL + Enter after each fax number to
enter it on a new line

Preview Send Cancel

Complete the cover sheet with information you may require
Then click [OK]

To: From:

Narne |Wy\ie Coyote Hame |HDadF|unnal

Compary IWamerlu. Company IACME

FarMumber 6145457107 Phane Nurber [6145551212
Labaea L

Date 1/16/2020

Past Due Balance

Comments
Please pay 454

Preview Cover Sheet Cancel | 0K I

You will be returned to the [Upload New Fax] dialog box
Enter the telephone number to send the fax

Press [Send]

Optiors | Log | Cover Sheet | About |

Document Name Fax Account Phone Number

IWeb Fax Upload Application Instal F§1 4)569-7798
[~ Sendto Fax mailbox Change |

¥ Sendto Fax machine(s)
Add Cover Sheet

Add Signature/Annotation

If you have selected Send to Fax machine(s), enter the fax numben(s)
below. I sending to more than one fax machine, separate each fax

enter it on a new line

rumber with a semicolon. Cr, type CTRL + Enter after each fax numberto

I| 6145457107

Preview Send I Cancel
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Note regarding Windows 10 printer settings

By default, Windows 10 will automatically select the default printer based on the “LAST” selected
printer. Because “Upload New Fax” is considered a printer Windows 10 will now make this your default
printer. After sending a fax the next time you choose to print an item it is possible that the “Upload
New Fax” will launch.

To turn this option off in Windows 10:

”

e In desktop search bar type “printers

e Then click on Printers & scanners

e |nthe Printers & scanners settings screen uncheck the “Let Windows manage my default
printer”

G Home Printers & scanners

(G o ) @ Gethe
2 oo

[ Lo Wi managa o i i
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End-User Web-Fax Portal Access

e Login to your Intermedia Web portal
https://cp.intermedia.net/ControlPanel/Login?ClientType=Voice

e Select the [VOICE SERVICES] tab

e Enter YOUR 10-digit assigned fax number (I.E. 6145551212) See your administrator for your fax
number

e Enter your 4-digit PIN (I.E. 65653232) See your administrator for your PIN

Nice to see you!

&

For users For admins Voice services

Log in to manage individual voice services, including 800
numbers, Internet faxing and more.

6145551212 @

65653232

Remember me Forgot PIN?

LOGIN

e From the [Faxes] menu you can
o View New/Received faxes
o View any Saved/Uploaded faxes
o Send a new fax
o View your Sent Fax Log

WebFax

Faxes [2) - -
% New /Received T Saved /Uploaded ¥ SendaFax PdSent Fax Log ]

Settings
You have used 0.195% of your fax storage space. Please note that faxes which are 90 days or older are automatically deleted.

Tools
(] ! a £ 3 Date and Time Caller ID/Description Pages Play View Fax Forward
O May 26, 2021 08:29 AM 16143693337 1 TIFF | JPG | PDF Forward
O Mar 26, 2021 12:52 PM 6145457120 2 TIFF | JPG | PDF Forward
love to Saved Download Delete
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e From the [Settings] menu you can
o Change your access PIN
o Change your delivery email address
o Change Display/Delivery options

Achange PIN [ Notification %€ Call History ] © Help

Notification can send you an email alert message to any email address or email enabled wireless device when you receive a new fax message. You may enter multiple email addresses for message
notification. By selecting the Include a link format, the email notification message will contzin a link to the new fax.

Your email notification is currently  Qn w

Email Addresses For Message Notification

Enter the email addresses that are to receive notification of new fax. Separate each new entry with a semi-colon. Enter as many email addressfjs as vou wish, providing the total num
including the semi-colons does not exceed 160.

cumblison@data-talk.com

Characters Remaining: 136

Test My Setting

cation after 2 short delay.

Click the "Te: to verify you ou should receive an email notifi

y Setting” button

email address, you can use the guid

To find th rect format for your cell phor

Text notifications will send an email that utilizes your

- Please Select a Carrier - ~

Fax Display Format

I understand that by selecting "Attach the fax as a .PDF in the email notiff§ation” or "Include a link to message in the email nof n", T auth he use f my sensitive and/or

individually identifiable health information to person(s) listed in the email Jddre no n this form.

® attach the fax as a .PDF in the email notification - Example

® Keep a copy of my fax messages in my fax box

() Do not keep a copy of my fax messages in my fax box

(O Include a link to the message in the email notification - Example
(' Email notification WITHOUT attachment or link - Example

O Email notification with numeric codes only - Example

Notification Receipt Types

Select the type of message(s) you wish to be notified for:

New Fax
Sent Fax Delivered
en -

e From the [Tools] menu you can
o Download a reader to view your faxes
o Download the print driver required to send a fax (Note when setting up this print driver
on your computer you will be required to provide YOUR personal 10-digit fax number)

WebFax

The items below are free tools for use with your service. Please click to download each tool that you need.

Tools
Alterna Tiff Plug-in

Note:

“This plug-in allows you to view your s in high q I oes not s s plug-in, a compatible but
AltemaTIFF is a 3rd party product a c

Adobe (PDF) Reader

der. Note: This link takes you to the Adobe Website. Ado a3rd party product and is being
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