Using Zetafax Fax Service
 

1.  The Zetafax server allows documents which can be printed to also be faxed.  To do this, select "File" form the toolbar then select print.  The print window will then open.  Use the dropdown box to select "Zetafax Printer" and click on OK.
 


 

2.  The "Zetafax - Addressing" window will now open.  There are two ways of addressing faxes.  
First, if you are sending a fax to someone only once, you can type in the name and fax number.  Now click on "Add to list" and then click on OK. 
Note: You do not have to dial a "99" or "1" in the fax number, the server will do this for you.
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The second way is to set up an address book.  To do this, click on "Address Book" button form the screen above.  You can now select an existing address, or you may create a new address.  To do this click on the "New" button.
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To create a new fax address fill in the desired name and fax number.  You may also decide to place the name in the Network address book or your Private address book.  When you have filled in the fax information, click on the "Add" button.  The new address will now appear in the address book.
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3.  After you have selected you recipients all the selected names will be listed in the "List of Recipients" box.  Now click on the OK button.
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4.  The "Zetafax - Options" windows will now open.  The information on this window will appear on the fax cover sheet.  When you finish typing in the desired information, click on OK and the fax will be sent.
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5.  When the fax is sent, the Zetafax client will be opened and minimized.  To check the status of your fax, open the client and check the Out box.
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