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SUMMARY

If you have a fax modem and an analog
phone line or some "Voice over IP"
phone lines, you can use "Windows Fax
and Scan" to send and receive faxes
instead of using a fax machine.
"Windows Fax and Scan" works well for
sending and receiving faxes in
"Windows 10..", "Windows 8.1", and
"Windows 7..". (As of May 2023, it is
not currently working for sending faxes
in "Windows 11..".) >



TOPICS
e Using "Windows Fax and Scan"

* Big Steps for Initial Configuration
* Small Steps for Initial Configuration



USING "WINDOWS FAX AND SCAN"

* In "Windows 11..", "Windows Fax and
Scan" has unable to send out faxes ever
since a mandatory "Windows Update”
was pushed into most "Windows 11.."
computers in March of 2022.

Because of this, we now recommend that
vou use the not-free "FaxTalk FaxCenter
Pro" software app, if you have a
"Windows 11.." computer.

You can try it out for 10 days by using a
Web browser to go to
https://www.faxtalk.com/download-trial-
software/ 4



https://www.faxtalk.com/download-trial-software/
https://www.faxtalk.com/download-trial-software/

USING "WINDOWS FAX AND SCAN"
(continued)

 "Windows Fax and Scan" is
available as a bundled "applet"
in:
Windows 10
Windows 8.1
and
Windows 7



USING "WINDOWS FAX AND SCAN"
(continued)

* In Windows 10, Windows 8.1, and
Windows 7, "Windows Fax and Scan"
continues to work well for sending and
receiving faxes

* In Windows 10, Windows 8.1, and
Windows 7, "Windows Fax and Scan"

shows up in "Windows Accessories" of
the "Start Menu"



USING "WINDOWS FAX AND SCAN"
(continued)

* |In Windows 10, Windows 8.1, and
Windows 7, "Windows Fax and
Scan"” shows up as "Fax' in
"Devices and Printers" in the
"Control Panel™:



2 Devices and Printers

<« v 1 52 » Control Panel » All Control Panel ltems » Devices and Printers

Add a device Add a printer

v Devices (7)

\/

Conexant USB DESKTOP-5BMM Generic Non-PnP Microphone Speakers (High Virtual Bluetooth VMware Virtual
CX93010 ACF 30T Monitor (High Definition Definition Audio Adapter USB Mouse
Modem Audio Device) Device)

v Printers (3)

= =

Microsoft Print Microsoft XPS
to PDF Document Writer

13 items

=




5 Devices and Printers
<« v 1 52 » Control Panel » All Control Panel ltems » Devices and Printers

Add a device Add a printer

v Devices (7)

r/. . ” ol

Conexant USB DESKTOP-5BMM Virtual Bluetooth
CX93010 ACF 30T Adapter
Modem

Generic Non-PnP
Monitor

Microphone
(High Definition
Audio Device)

Speakers (High
Definition Audio
Device)

v Printers (3)

<=

Microsoft Print
to PDF

<

Microsoft XPS
Document Writer

=

VMware Virtual
USB Mouse




v Printers (3)

Fax

<

Microsoft Print
to PDF

<>

Microsoft XPS
Document Writer
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USING "WINDOWS FAX AND SCAN"

(continued)
* In Windows 10, Windows 8.1, and

Windows 7, the "Fax" icon shows up in
"Devices and Printers" even if you do
not have a fax/data modem attached to
your computer. But you cannot send or
receive faxes if you do not have either a
fax/data modem with a analog phone
line attached to your computer OR if
vou subscribe an online Web-based fax

service.
11



USING "WINDOWS FAX AND SCAN"
(continued)

* In Windows 10, Windows 8.1, and
Windows 7 a faux "Fax" printer shows up
in printer lists so you can start a Fax
transmission from any software app by
clicking on "Print" or "File" and then
"Print" and then selecting the "Fax"
printer. Clicking on a "Next" or
"Continue" button then opens up
"Windows Fax and Scan" in a "Send"
dialog box with the document that you
want to send via Fax convertedtoa 12



BIG STEPS FOR CONFIGURING
"WINDOWS FAX AND SCAN"

BIG STEP 100:
Start up "Windows Fax and Scan"

BIG STEP 200:
Create a local "Fax Account” for yourself

BIG STEP 300:
Configure "Fax Settings”

BIG STEP 400:
Configure "Fax Options”

13



BIG STEP 100 (Start up "Windows Fax..)

SMALL STEP 101:

Click on the "Start" button of Windows
10, 8.1, or 7

14



Recycle Bin

Sample test
files

6:33 PM
]

5/13/2023




Recycle Bin

Sample test
files

6:33 PM
]

5/13/2023




Recycle Bin

= #
@ 3D Viewer
C
@ Calculator
m Calendar
Camera
Clock
O Cortana
R F
‘- Feedback Hub
D Calh
G
r
ﬁ Get Help
ic23 0 Groove Music
(D M
A & = |
= 5 @ =

Productivity
® o -
& o
Microsoft 365... Mail
¢ = N
Microsoft Edge Photos Microsoft To...
Explore

8 ' 2

Microsoft Store Weather

D N

[\ ot

Solitaire & Ca... Play

17



BIG STEP 100 (Start up "Windows Fax..)

SMALL STEP 102:

Scroll vertically downward or page down
to "Windows Accessories':
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BIG STEP 100 (Start up "Windows Fax..)

SMALL STEP 103:

Double-click on "Windows
Accessories':

21
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BIG STEP 100 (Start up "Windows Fax..)

SMALL STEP 104:

Double-click on "Windows Fax and
Scan'';
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Windows Fax and Scan
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<4 Windows Fax and Scan

File Edit View Tools Document Help
¥ New Fax =New Scan =Toggle Preview 2

v = Fax t Send... ’ Subject StartTi.. P.. Si.. CallerID FaxA..

“Incoming s Micros... Welco... 5/13/2.. 11.. Micro...
s |nbox

2 Drafts
= QOutbox
Sent Items

1 Item= No fax accounts are configured
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BIG STEP 200 (Create a local fax account..)

SMALL STEP 201:
Click on "Tools":
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<4 Windows Fax and Scan

File Edit View Tools Document Help
¥ New Fax =New Scan =Toggle Preview 2

v = Fax t Send... ’ Subject StartTi.. P.. Si.. CallerID FaxA..

“Incoming s Micros... Welco... 5/13/2.. 11.. Micro...
s |nbox

2 Drafts
= QOutbox
Sent Items

1 Item= No fax accounts are configured
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<4 Windows Fax and Scan

File Edit View Tools Document Help
¥ New Fax =New Sc  “Toggle Preview 2

v=Fax a0d... © Subject StartTi.. P.. Si.. Caller ID FaxA..

“Incoming : .. Welco... 5/13/2.. 11.. Micro...
s |nbox

2 Drafts
= QOutbox
Sent Items

1 Item= No fax accounts are configured
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BIG STEP 200 (Create a local fax account..)

SMALL STEP 202:
Click on "Fax accounts':
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&4 Windows Fax and Scan

File Edit View Tools Document Help

ENew Fax =Ne

v = Fax
“Incoming
= |nbox
4 Drafts
s Outbox
'Sent Items

Sender Information...

Cover Pages...

art Ti... P... Si
Contacts...

... Caller ID

M3/2.. 1 1.

Fax Status Monitor...
Receive a Fax Now...

Fax Settings...
Fax Accounts...
Options...

ltem= No fax accounts are configured
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&4 Windows Fax and Scan

File Edit View Tools Document Help

ENew Fax =Ne

v = Fax
“Incoming
= |nbox
4 Drafts
s Outbox
'Sent Items

Sender Information...

Cover Pages...
Contacts...

art Ti... P.. Si... CallerID FaxA...
M3/2.. 1 1. Micro...

Fax Status Monitor...

Receive a Fax Now...

_

Fax Settings...
Fax Accounts...
Options...

1 Item®= No fax accounts are configured
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BIG STEP 200 (Create a local fax account..)

SMALL STEP 203:
Click on "Add...":
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Fax Accounts

To send or receive a fax, you need to have an account. If you add more than one (for
example, if you connect to a fax server and a modem), choose one to use by default.

Account Name &

Server

Status

Add...

Remove

Set as Default

Close
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Fax Accounts

To send or receive a fax, you need to have an account. If you add more than one (for
example, if you connect to a fax server and a modem), choose one to use by default.

Account Name &

Server

Status

Add...

Remove

Set as Default

Close
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BIG STEP 200 (Create a local fax account..)

SMALL STEP 204:
Click on "Connect to a fax modem"':
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&) Fax Setup

Choose a fax modem or server

To send and receive faxes, you need to connect to a fax modem or server.

— Connect to a fax modem

| have a modem that is built in or connected to my computer.

— Connect to a fax server on my network
Make sure you know the server name, for example: \\mycompanyfax

Cancel
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| &) Fax Setup

Choose a fax modem or server

To send and receive faxes, you need to connect to a fax modem or server.

— Connect to a fax modem

ve a modem that is built in or connected to my computer.

— Connect to a fax server on my network
Make sure you know the server name, for example: \\mycompanyfax

Cancel
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BIG STEP 200 (Create a local fax account..)

SMALL STEP 205:
Click on Click on "Next":
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Choose a modem name

Type a name that will help you identify this modem when sending a fax.

Name:

Use by default for sending faxes

Do not use by default for sending faxes

Cancel
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BIG STEP 200 (Create a local fax account..)

SMALL STEP 206:
Make a selection on how you want to
receive faxes:
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Windows Fax and Scan

E
a
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ir

C
iC

S

€ &J FaxSetup

Choose how to receive faxes

Your computer is ready to send faxes but you still need to choose how to answer
incoming phone calls before you can receive faxes. After choosing an option, you can
create a new fax.

% Answer automatically (recommended)
Windows will answer incoming fax calls after five rings.

% Notify me

I'll choose whether to answer incoming fax calls.

= I'll choose later; | want to create a fax now
You or an administrator may change the fax receive settings later.

Cancel



BIG STEP 200 (Create a local fax account..)

SMALL STEP 207:
Click on the "Close" button:
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Fax Accounts X

To send or receive a fax, you need to have an account. If you add more than one (for
example, if you connect to a fax server and a modem), choose one to use by default.

Account Name &, Server Status Add...
% Fax Modem Local Fax (default) Connected

Remove

Set as Default

Close

| | If vour computer needs an external modem. connect the phone to the modem. and then connect the modem to
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T{ Fax Accounts

To send or receive a fax, you need to have an account. If you add more than one (for

example, if you connect to a fax server and a modem), choose one to use by default.

Account Name &
% Fax Modem

Server
Local Fax (default)

Status
Connected

Add...

Remove

Set as Default

Close

| | If vour computer needs an external modem. connect the phone to the modem. and then connect the modem to
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BIG STEP 300 (Configure fax settings)

SMALL STEP 301:
Click on the "Tools":
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&J Windows Fax and Scan

File Edit View Tools Document Help

¥ New Fax =New Scan =Toggle Preview ®Reply ®Forward #

v=Fax
“Incoming
= Inbox
4 Drafts
»Outbox
= Sent [tems

L Send...
= Micros...

A Receive a Fax Now #Print... * Delete

* Subject Start Ti... P.. Si.. CallerID FaxA...
Welco... 5/13/2.. 1 1. Micro...

Welcome to

Windows:® Fax and Scan

One place to scan and fax your documents

FAX: You can send and receive faxed documents on your computer without using a fax
machine. You can also print, e-mail, or save a copy of your faxes.

To get started:

1. Connect a phone line to your computer.

If your computer needs an external modem. connect the phone to the modem, and then connect the modem to

1 ltem=All fax accounts are accessible

ol



&J Windows Fax and Scan

File Edit View Tools Document Help

B New Fax =Ne

v=Fax
¥ lncoming

can =Toggle Preview ®Reply ®Forward ®

L Send...
= Micros...

A Receive a Fax Now #Print... * Delete

* Subject Start Ti... P.. Si.. CallerID FaxA...
Welco... 5/13/2.. 1 1. Micro...

Welcome to

Windows:® Fax and Scan

One place to scan and fax your documents

FAX: You can send and receive faxed documents on your computer without using a fax
machine. You can also print, e-mail, or save a copy of your faxes.

To get started:

1. Connect a phone line to your computer.

If your computer needs an external modem. connect the phone to the modem, and then connect the modem to

1 ltem=All fax accounts are accessible
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&J Windows Fax and Scan

File Edit View Tools Document Help

B New Fax =Ne

v=Fax
¥ lncoming

can =Toggle Preview ®Reply ®Forward ®

L Send...
= Micros...

A Receive a Fax Now #Print... * Delete

* Subject Start Ti... P.. Si.. CallerID FaxA...
Welco... 5/13/2.. 1 1. Micro...

Welcome to

Windows:® Fax and Scan

One place to scan and fax your documents

FAX: You can send and receive faxed documents on your computer without using a fax
machine. You can also print, e-mail, or save a copy of your faxes.

To get started:

1. Connect a phone line to your computer.

If your computer needs an external modem. connect the phone to the modem, and then connect the modem to

1 ltem=All fax accounts are accessible
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BIG STEP 300 (Configure fax settings)

SMALL STEP 302:
Click on the "Fax Settings":
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&4 Windows Fax and Scan

File Edit View Tools Document Help

® New Fax =Ne Sender Information... = A Receive a Fax Now #Print... " Delete

Cover Pages...

v= Fax art Ti... P... Si... CallerID FaxA...
Contacts...

fIncoming _ M3/2.. 11.. Micro...
= lnbox Fax Status Monitor...

2 Drafts Receive a Fax Now...

= Outbox Fax Settings...

'Sent ltems Fax Accounts...
Welcome to

Opti .
puloTE Windows® Fax and Scan

One place to scan and fax your documents

FAX: You can send and receive faxed documents on your computer without using a fax
machine. You can also print, e-mail, or save a copy of your faxes.

To get started:

1. Connect a phone line to your computer,

If vour computer needs an external modem. connect the phone to the modem, and then connect the modem to

1 ltem=All fax accounts are accessible

S13)



&4 Windows Fax and Scan

File Edit View Tools Document Help

® New Fax =Ne

v = Fax
“Incoming
= |Inbox
4 Drafts
= Outbox
Sent ltem§

Sender Information... vy &Forward ®

Cover Pages... ) )
art Ti... P... Si... CallerID FaxA...

Contacts... )
M3/2... 1 1. Micro...

Fax Status Monitor...
Receive a Fax Now...

2 Receive a Fax Now =Print... ¥ Delete

ax Settings...

ax Accounts...
Welcome to

Opti .
puloTE Windows® Fax and Scan

One place to scan and fax your documents

FAX: You can send and receive faxed documents on your computer without using a fax
machine. You can also print, e-mail, or save a copy of your faxes.

To get started:

1. Connect a phone line to your computer,

If vour computer needs an external modem. connect the phone to the modem, and then connect the modem to

1 ltem=All fax accounts are accessible
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BIG STEP 300 (Configure fax settings)

SMALL STEP 303:
Make your "Send/receive Options":
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&y \WinA~ae Eav amd Sran

Fax Settings

General Tracking Advanced Security

7 Choose the fax modem that you want to use to send and receive

faxes.

Device name: Conexant USB 93010 ACF Modem

Send/receive options
Allow the device to send faxes

Allow the device to receive fax calls

(® Manually answer

() Automatically answer after

0K

Select fax device...

5 & | nngs

More options...

Cancel Apply

P

re
ur
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BIG STEP 300 (Configure fax settings)

SMALL STEP 304:
Click on the "OK" button:
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&y \WinA~ae Eav amd Sran

i Fax Settings

General Tracking Advanced Security

faxes.

Send/receive options
Allow the device to send faxes

Allow the device to receive fax calls

(® Manually answer

S () Automatically answer after

0K

7 Choose the fax modem that you want to use to send and receive

Device name: Conexant USB 93010 ACF Modem

Select fax device...

5 & | nngs

More options...

Cancel Apply

P

re
ur
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BIG STEP 400 (Configure fax options)

SMALL STEP 401:
Click on the "Tools":
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44 Windows Fax and Scan

File Edit View Tools Document Help

¥ New Fax =New Scan ®Toggle Preview ®Reply ®Forward ®

v=Fax
“Incoming
«Inbox
4 Drafts
= Outbox
'Sent Items

L Send...

& Micros...

* Subject StartTi.. P.. Si.. Caller ID FaxA..
Welco... 5/13/2.. 1 1. Micro...

2 Receive a Fax Now #Print... 7 Delete

Welcome to

Windows* Fax and Scan

One place to scan and fox your documents

FAX: You can send and receive faxed documents on your computer without using a fax
machine. You can also print, e-mail, or save a copy of your faxes.

To get started:

1. Connect a phone line to your computer.

If vour computer needs an external modem. connect the phone to the modem. and then connect the modem to

1 tem=All fax accounts are accessible
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44 Windows Fax and Scan

File Edit View Tgols Document Help

T New Fax =[..

Scan ®=Toggle Preview ®Reply ®Forward ®

L Send...

& Micros...

* Subject StartTi.. P.. Si.. Caller ID FaxA..
Welco... 5/13/2.. 1 1. Micro...

2 Receive a Fax Now #Print... 7 Delete

Welcome to

Windows* Fax and Scan

One place to scan and fox your documents

FAX: You can send and receive faxed documents on your computer without using a fax
machine. You can also print, e-mail, or save a copy of your faxes.

To get started:

1. Connect a phone line to your computer.

If vour computer needs an external modem. connect the phone to the modem. and then connect the modem to

1 tem=All fax accounts are accessible
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BIG STEP 400 (Configure fax options)

SMALL STEP 402:
Click on the "Options™:
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&4 Windows Fax and Scan

File Edit View Tools Document Help

B New Fax =Ne

v=Fax
“Incoming
= Inbox
7 Drafts
s Outbox
Sent ltems

Sender Information...

Cover Pages...
Contacts...

art Ti... P... Si... CallerID FaxA...
M3/2.. 1 1. Micro...

Fax Status Monitor...

Receive a Fax Now...

Fax Settings...
Fax Accounts...
Options...

A Receive a Fax Now #Print... 7 Delete

Welcome to

Windows* Fax and Scan

One place to scan and fax your documents

FAX: You can send and receive faxed documents on your computer without using a fax
machine. You can also print, e-mail, or save a copy of your faxes.

To get started:
1. Connect a phone line to your computer.

If vour computer needs an external modem, connect the phone to the modem, and then connect the modem to

1 ltem=All fax accounts are accessible
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&4 Windows Fax and Scan

File Edit View Tools Document Help

B New Fax =Ne

v=Fax
“Incoming
= Inbox
7 Drafts
s Outbox
Sent ltems

Sender Information...

Cover Pages...
Contacts...

art Ti... P... Si... CallerID FaxA...
M3/2.. 1 1. Micro...

Fax Status Monitor...

Receive a Fax Now...

Fax Settings...
Fax Accounts...
Options...

A Receive a Fax Now #Print... 7 Delete

Welcome to

Windows* Fax and Scan

One place to scan and fax your documents

FAX: You can send and receive faxed documents on your computer without using a fax
machine. You can also print, e-mail, or save a copy of your faxes.

To get started:
1. Connect a phone line to your computer.

If vour computer needs an external modem, connect the phone to the modem, and then connect the modem to

1 ltem=All fax accounts are accessible
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BIG STEP 400 (Configure fax options)

SMALL STEP 403:
Make your selections for each tab in
"Options":
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Fax Options

General Receipts Send Compose

Send/Receive Fax Messages

V| Play sound when new messages arrive

oK

Cancel

Apply

P
(e

To get started:
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Fax Options

General Receipts Send Compose

Delivery Receipts

@ None
O E-mail To:

Use one receipt for delivery to multiple recipients

Attach a copy of the sent fax

Address book...

OK Cancel Apply

npt
ces

il Eﬂ. r

‘ | ‘ To get started:
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Fax Options

General Receipts Send  Compose

Sending Faxes

|:| Include original message in reply

OK

Cancel

Apply

hputs
KES.

| | ‘ To get started:
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Fax Options

General Receipts Send
Fonts

Compose Font:

Compose

10 pt. Arial, Regulad

Font settings...

OK

Cancel Apply

NPl
KES

T mmd b mbmad
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BIG STEP 400 (Configure fax options)

SMALL STEP 404:
Click on the OK button to close the "Fax
Options" dialog box:
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.| Fax Options

Fil

g General Receipts Send
Ve Fonts

Compose Font:

Compose

10 pt. Arial, Regular

Font settings...

OK

Cancel Apply
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To get started:
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BIG STEP 400 (Configure fax options)

SMALL STEP 405:

Close the "Windows Fax and Scan" box
by clicking on the "X" button init's
upper-right corner:
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&4 Windows Fax and Scan

File Edit View Tools Document Help

¥ New Fax =New Scan ®=Toggle Preview ®Reply ®Forward ® @ Receive a Fax Now #Print... " Delete

= Fax c Send... * Subject StartTi.. P.. Si.. CallerID FaxA..

“Incoming = Micros... Welco... 5/13/2.. 1 1.. Micro...

= Inbox

Z Drafts

= Qutbox

L Sent [tems

Welcome to

Windows® Fax and Scan

One place to scan and fax your documents

FAX: You can send and receive faxed documents on your computer without using a fax
machine. You can also print, e-mail, or save a copy of your faxes.

To get started:

1. Connect a phone line to your computer.

If vour computer needs an external modem. connect the phone to the modem. and then connect the modem to

1 tem=All fax accounts are accessible

75



&4 Windows Fax and Scan

File Edit View Tools Document Help

¥ New Fax =New Scan ®=Toggle Preview ®Reply ®Forward ®
© Subject Start Ti.. P.. Si.. Caller ID FaxA...

v=Fax
“Incoming
= Inbox
Z Drafts
= Qutbox
L Sent [tems

L Send...

2 Micros...

Welco... 5/13/72.. 1 1.

@ Receive a Fax Nov  rrint... " Delete

Micro...

get started:

Connect a phone line to your computer.

If vour computer needs an external modem. connect the phone to the modem. and then connect the modem to

1 tem=All fax accounts are accessible
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