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Using XM Fax (Formally XMedius Fax)

Requirements:

XM Fax is a network fax server solution which
enables users to send, receive and manage
faxes using their own PC, instead of a fax
machine or a fax modem. XM Fax can be
accessed using XM Fax client or the XM Fax
web interface.

Using the XM Fax client or the XM Fax web
interface you can attach documents with the
file type HTML, PDF, DOC, DOCX, XLS,
XLSX, WPD, RTF, TXT or images with the file
type GIF, JPG, BMP, TIFF to your fax. To use
the SendFax client, you need to download and
install a driver available from the CCS website
at Software for Phones and Fax.

o Hardware: Any x86 or 64-bit desktop

e OS: Windows 11/10/8/8.1

o Supported browsers: Microsoft Edge,
Mozilla Firefox, Google Chrome

Before you use XM Fax, please ensure that
you have a XM Fax username and password.
For assistance with XM Fax please call the
CCS Help Desk.
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Using the SendFax Client

You can start SendFax in one of the following ways:

1. Choose Start > Programs > XM Fax > SendFax.
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See below for more information about SendFax.
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The SendFax Screen
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Different Options on the XM Fax SendFax Screen are Described

No: | Name Description
This field receives the name of the fax recipient. Manually enter a recipient's
o To name, or click the To... button and select from your personal Fax phone
book.
9 Company Recipient's company name.
Fax number of the recipient. This is the only mandatory field.
e Destination Note: All fax numbers external to TMU must begin with a "9," (the number
nine followed by a comma).
O | Subject Subject heading of fax.
Displays a small image of each page of the fax. Selecting a page in the
(s Thumbnail Thumbnail view displays the page in the Fax Preview portion of the screen.
View Use Thumbnail View to reorder or delete pages from the fax you are

composing.

Fax Preview

Displays a single page of the fax at a time. It is here that you add
annotations to a fax before transmission. Annotations can include text;
highlight; bitmap images; and shapes like lines, squares, circles, etc.

Fax Recipient
List

Displays individuals and groups who are to receive the transmission, either
selected from a phone book or typed directly into the To field (item 1).

Add to Fax
Recipients

Used to add a fax recipient to the Fax Recipient List when entered manually.
When adding to the recipient list, the Destination field is the only required
field.

Cover Sheet

Select a different cover sheet by clicking on this drop down menu.

Insert File

Button used to insert a document or image file you would like to fax.

© 6|0 0 O O

Send

Used to send the fax to the Recipient List, when at least one recipient has
been added.
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SendFax from an Application

1. From within an application (i.e. MS Word, Excel, IE) select File > Print. A Print window
displays. In most cases, there will be a drop down menu labelled Name, with a list of installed
printers. Select the printer named XM Fax, then click on OK.

Note: Your current printer driver is now set to print to XM Fax. When you have completed
sending your fax, to change the print driver back to your default printer, either:

Exit the application you are using or use the application's Print menu to change back to your
default printer.

Print 19 sheets of paper
Destination = XM Fax -
Pages All -

Layout Portrait -

2. SendFax will automatically start when you print to the XM Fax driver from within any
application. The SendFax window displays.

You should now see all pages of your document in the Thumbnail view.

Settings

’E Print All Pages
The whole thing

Pages:

ﬁ Print One Sided
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3. On your first use of SendFax you will be prompted for your User Settings. Select My User and
enter your my.torontomu username appended to @torontomu.ca i.e. jsmith@torontomu.ca.Your
initial password will be provided by the CCS Helpdesk.

See below for more information about SendFax.

User Settings X

Authentication

¢ Use Windows Integrated Single Sign-On

[ruAD
r

(@ Use Basic Authentication

Usemame:  [usemame@torontomu ca|

Password: |

[¥ Remember password
Email confirmations should be sentto:
(" Do notsend email confirmations

@ Usethe email address associated with my account

(" Use this email address:

<Back Finish Cancel Help

Using the XM Fax Web Interface

Cc @ |Q torantomu.ca J @ I fH =

XM Fax (XMediusFax)

XM Fax can be accessed using a Web browser. Use this interface to display the status of sent,
received and queued faxes. Even though the XM Fax web interface can be used to send faxes, CCS
recommends using SendFax or Print to XM Fax from within an application so that you can preview
the fax in SendFax before you send. The XM Fax web Interface does not provide a preview.
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1. Using a Web browser such as Internet Explorer or Firefox, connect to XM Fax to access the
XM Fax web interface.

2. Login with the XM Fax username i.e. jsmith@torontomu.ca and XM Fax password.

¢ Inbound History is the folder with all received faxes.
e Outbound History is the folder with all faxes sent from your account.
Outgoing Queue displays faxes that are currently being sent from your account. You can

view the status of a fax here.
Online help is also available at the top-right of the screen.

Note: CCS recommends using SendFax or Print to XM Fax from within an application so that you
can preview the fax in SendFax before you send. The XM Fax web Interface does not provide a

preview.
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. Click New Fax to create a new fax.

2. Enter the recipient’s information, including the Fax number.

3. Select a Cover Sheet if desired.

4. Enter a Subject.

5. Enter a Comment if desired.

6. To attach a document to the fax, click Browse and select a file.

7. To send the fax, click Submit.

8. A Fax submitted message is displayed confirming that the fax is being queued for delivery.

9. You may also be prompted to add the recipient to your Contact list. If you wish to add the
recipient to your contact list, click in the checkbox.

10. Click OK.
L
|
< =2 i)
E Faxes tacts useritorontomu.ca Opt P Sig
+ New fax Fax submitted

Fax submitted confirmation web page.
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B Faxes Contacts user@torontomu.ca Options Help Sign out

=+ New fax Search. Search | Date| All - | Priority [ an - |E s Advanced ¥

4 Inbound history Retry now || Cancel = @

9 Outbound history Select al
faxes

.

ey

The XM Fax Web interface has a feature which allows you to keep track of the status or progress of
your sent faxes. Faxes sent using XM Fax SendFax or the XM Fax web interface will display here.
This can become handy when sending large faxes and you wish to know how many pages have
been sent or are remaining. You can monitor it by:

-—

. After you have sent a fax, click on Outgoing Queue.

N

. All your sent faxes are listed on the right side. Click on the Status of your Fax. Here you can
view your fax, and see information about your fax such as the Status, the Original Destination,
Priority, Number of Retries, Pages Submitted and Error Code.

Click Back to return to the Outgoing Queue.
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+ New fax Date Status Advanced ¥
Search. Search Reset
All - I l All -

& Inbound history

Folder view: Current | Deleted

$ outbound —— D
histcry I Forward ~ I Delete More actions ~ c

Sort by
Time ¥

3 Outgoing queue Select all
faxes

1. To see a list of your received faxes, select Inbound History.

2. Alist of your received faxes is displayed. You will see the Received Time and who the fax
is from.

3. Click on the small icon at the start of the row with your fax details, to view the fax.

OR
Click on the Received Time of the fax. This will display the Fax Properties where you can
then click on View fax.

4. You will be asked to View or Save the Fax.

5. To view the fax, select Open and the fax displays in the XM Fax Viewer.
OR
To save, select Save As, and then specify where to save the fax.

6. Your deleted files are stored in the Deleted folder view. The fax will remain here until you do a
final delete.

CCS Help Desk CCS Reception Page 10
416.979.5000 ext. 556806 LIB-B99 Using XM Fax
help@torontomu.ca 350 Victoria St., Toronto



Computing &
-{g?rl:;;olitan Communications
University Services

Sending a Fax Using SendFax

1. To enter a fax recipient, complete the To, Company, Destination (mandatory fax number) and

Subject entry boxes and press the Add Fax Recipient List icon.
[y XMFax SendFax - ——

Fis [t gow Thgmbnsd Pwees gesstaen  [oois  Hel

fand 71 @ ol T e - Hn 1'

|
Ta | s AL Cowary | Cosewser
Corspary:
irasdir

Couat
HEL -
* %
[

3= Zl@ =« » W= OO0

Fax Cover
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2. Add all fax recipients to Fax Recipient List, by either manually or by selecting them from your
address book.

3. Select a different cover sheet if desired.

4. Select the document you would like to fax by clicking on Insert (represented by a paper clip to
indicate attachment), or by clicking on File > Insert. Choose the desired file when asked and
click on Open when finished. Multiple documents can be sent within the same fax by repeating
this step.

Note: The software needed to view the type of document you wish to fax must be installed on
your PC in order to successfully fax your document. (i.e. To successfully fax a MS Word
document using SendFax, you must have MS Word installed on your PC). SendFax may open
the corresponding application temporarily.

5. Re-order pages if desired.
6. Complete required fields to send your fax.

7. Press Send to send the fax.
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8. Atthe User Settings screen enter your XM Fax username and XM Fax password. Click OK.

User Settings ﬁ

[
Log On Using:

My Windews account

I RUADV
[

= My Lser

User Name: | username@torentomu.ca

|
[
| Password: |
| [~ Remember password

Ermall confirmations should be sent to:

" Do not send emal confirmations

@ Use the email address assodated with my account:

™ Use thig emall address: |

9. The fax will be sent and you will see the confirmation window.
Change Sender Information on SendFax

1. Select Edit > Fax Properties. This option only sets the information for SendFax.

rFa:ing Properties - ﬁ
Sender kfomaton | Company Infeemation | Fax Seltings |
[ Lse Custom Sender & Compary Wfomation [V Remembar My Ifomation
Persorial Information
_aslhare.: Smith
£-mail . jemin @ vereon ca
Cedular:
Bilrg Informaion
Biling Code : =l
Sub Bling Coda j
[ ok | coca | Heo |
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Email Notifications for Sent and Received Faxes

An email notification is sent to you informing you of new faxes. You will also receive a notification if
you successfully or unsuccessfully sent a fax. Attached copies of received faxes are forward to your
email in picture, .tif format.

Disable Email Confirmations for SendFax

1. From SendFax, select File > User Settings.
2. Select Do not send email confirmation.

3. Click OK.

User Settings X

Authentication

" Use Windows Integrated Single Sign-On

[rRUAD\;

-

@® Use Basic Authentication

" Use the email address associated with my account

" Use this email address:

<Back Finish Gancel Help

XM Fax Viewer Options

Once the XM Fax Viewer is open you can Print, Save or Mail the fax.
e Printing Fax
o From the Menu choose File > Print Fax
e Saving Fax to Local Drive
o From the Menu choose File > Save As. The fax will be saved as a .tif image.
e Mail Fax

o From the Menu choose File > Send to > Mail Recipient
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Your Windows default email client will open with the attached fax. Enter the recipients email address

and send your email.

This option keeps copy of fax in the XM Fax folder and sends a copy to another user’s email

account.

&y XMFAX Viewer ople
Ble ¥iew Fage Zoem Ennoidtis  Thueboaik  Helo
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Fax Cover
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Changing Personal Information

1. From the SendFax click Edit > Faxing Properties.

2. Select the checkbox for Use Custom Sender & Company Information. Complete the
information you want updated.

3. Click OK to save your changes.

Faxing Properties x

Sender Information | Company Iformation | Fax Setiings |

[¥ Use Custom Sender & Company ~ My

Salutation:

FirstName: [John

LastName: [Doe

Job Title: [

E-mail [usemamef@torentomu.ca

Cellular
Pager:

~Billing

Billing Code - -
Sub Billing Code -

[k | cancel | Help |
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Changing your Password

1. From the XM Fax screen, click Options then select Change Password.

2. Enter your current password, then your new password and the new password once again in the
Confirm Password box.

3. Click OK.

@ | ot ueronic x|+

c @ Q ot torontomu.caissiats o ® & I oH =

<
F=- Faxes Contacts user@terentomu.ca| Options | Help  Sign out

+ New fax General | Delegation

User options
9 Inbound history

2 dutbound history Interface language English
= Outgoing queue Fax download format PDF v
When sending a fax to new © Ask me If 1 want to add them to my personal contacts
contacts Add them to my personal contacts

Do not add them to my personal contacts

Phone book autocomplete © Enable in compose page

Security

4. Your password is changed immediately. Make sure to use your new password on your next
login.

3 Inbound history Current password:  sssssssssssess

S outbound history

&1 Outgoing queue

Gancel |
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Forward a Fax to another XM Fax User

1. From the Inbound History screen, select the fax and click Forward.

v

@ | ol xMFax - Folder x e
<« c @ Q. hitpsy/faxp torontomu.ca/fax/sta jers.actionfolder ® & noH =
dvanced ¥
+ New fax Date Status A
Search Search }
[ Al - ] [ All
& Inbound
history Reset
8 Cutbound Folder view: Current | Deleted
histor r
! 14 { Forward ~ || Delete [ More actions ~ I |C5'

Sort by
Jime ¥

£3 Outgoing
queue

us and Open Text, - XM Fax CEHRR.2 (buid 0110}

2. Enter the user you wish to route this fax to. You can route a fax to any other XM Fax user at
TMU.

3. To search for the user, type a username. You can also use * as a wildcard. For example to
search for someone with Smith in their name you can enter *smith*. This will search for anyone
who has smith somewhere in their username. Make sure to select Type User and

press Search.

@ | ob iR Folde
« ¢ @ Q hripstoprodin toromomuea/tast 5 -
Ea Faxes Contacts useri@ tarontom: Opti Help  Sign out
o Mo T searen Searcn | Date| a1 71 status[ < | s Advanced
Folder view: Current | Deleted
% Inbound history setert Oomtmsmana —
™ F— IS
* Outbound histary N
Sort by Time ¥
& Outgoing queue

4. Select the user from the list of addresses displayed and click Add.
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5. Click Forward. Once forwarded, the fax will appear in the other user’s Inbound History folder.
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