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USER LOGIN

Using your Browser type in the URL address below.

URL: http://portal.myhostedfax.com

1) XMediusFAX - Welcomei.. %

€ (U portalmyhostedfax.com/fax/indexjsp c Q. Search WA U ¥ #
) ¥MediusFAX - Admini...

7B Medius
' FAX

Email Address ; MEW USER

Password : senssssRee
[ ] stay signed in

Login

Your username and password will be sent to you in an e-mail. The e-mail will look like this below.

Hel | o,
Pl ease find your fax account |ogin credentials bel ow

User nanme: NEW USER

Password: ~wxTir8Mz(s

You will need to provide these credentials to login with any fax client you are using.
Log into the web portal here: http://nyhostedfax.com

Note: for security reasons, you nmay be required to change this password. Sinply login
using the Web dient and follow the instructions (if applicable).

You will be asked to change your password the first time you login.


http://portal.myhostedfax.com/
http://myhostedfax.com/

1) XMediusFAX - Folder X

& OpF ’ portal myhostedfax.com/fax/status/listFolders.action?folderindex=0&pageNumbs | & Q Search
) XMediusFAX - Admini...

Faxes Contacts

| || Search | Date [Al +] status [Al

Folder view: Current | Deleted

-4 Inbound Histor
23 Outbound History | Forward v | | Delete | | More Actions | v |
Bl Ogoing eve [ 14w

No fax in this folder
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This is the screen you will see once you have successfully logged in for the first time.



) XMediusFAX - Folder X

€ (P | portal myhostedfax.com/fax/status/listFolders.action?folderindex=0&pageNumbe | @  Q Search
0 XMediusFAX - Admini..

l || Search | Date [All <] status [A]

Folder view: Current | Deleted

| Forward v | | Delets | | More Actions | v |

[ «arn

No fax in this folder

Copyright® 2016 - XMedius Solutions Inc, - XMediusFAX 8,0.0.382

To compose a fax click on the Compose Fax button as shown above.



£} Web Fax Compose X T

€ (0 | portal.myhostedfax.com/fax/compose/webFaxCompose.action ¢  Q Search

) XMediusFAX - Admini...

F medius Faxes Contacts
FAX
ks Compose Fax
fﬁ Inbound History Compose | Sender & Company information || Options
f_ﬁ Outbound History
Eﬂ Outgoing Queue Recipients
Name: ’&ec!’élienit? Mare recipients..,
Company: |

e [6028755301] | =

Cover Sheet
Style: | Default Cover Shest (Basic01.cse) vl
Subject: [

Cemment:

Attachments

Document to attach
TNk |

| Browse | No file selected.

‘e
e e

More attaschments... |

CopyrightE 2016 - XMedius Salutions Inc. - XMediusFAX 8,0.0,382

Fill in the Recipient information especially the FAX number to where the fax is going to.



) Web Fax Compose

€ O portal.myhostedfax.com/fax/compose/webFaxCompose.action ¢ Q Search

) XMediusFAX - Admini...

Faxes Contacts

£8 tnbound Histary | Compose || Sender & Company information || Options |
3 outbound History
Q Outgoing Queue Recipients
Name: IRecipient ’ { More recipients..,
Company: | I
FaX: [6028755901] ]
Cover Sheet
Style: | Default Cover Sheet (BasicD1.cse) v |
Subject: |
Comment:
Attachments
Document to attach
" No file selected.
More attachments... |

Copyright® 2016 - XMedius Solutions Inc, - XMediusFAX 8,0.0.382

You can add a subject for the fax.



£} Web Fax Compose X =+

€ (0  portal.myhostedfax.com/fax/compose/webFaxCompose.action c Q Sear

) XMediusFAX - Admini...

F medius Faxes Contacts
FAX

ﬁ_% Inbound History Compose Sender & Company information Options

'.FS Outbound History

g';] Outgoing Queue Recipients
Name: heC,b,renrt . More recipients..,
Company:
e [6028755901] ]
Cover Sheet
Style: | Default Cover Shest (Basic01.cse) vl
Subject: '
Cemment:
Attachments

Document to attach

‘ Browse... No file selected.

More attachments..,
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Add any comments that would like about the fax or document(s) you are sending.

All this information will be transformed on to the Fax Cover sheet.



£} Web Fax Compose X =+

€ (@  portal.myhostedfax.com/fax/compose/webFaxCompose.action c Q

LA
m
Q
o
-
-

) XMediusFAX - Admini...

i mediUS Faxes Contacts

FAX'

ﬁs Inbound Histary Compose Sender & Company information Options

',':3 Outbound History

E’g Outgoing Queue Recipients
Name: ReCIblenrt ' More recipients..,
Company:
i [6028755901] ]
Cover Sheet
Style: | Default Cover Sheet (BasicO1.cse) v |
Subject:
Cemment:
Attachments

Document to attach
| Browse.. ¢ 1.

More attachments..,

CopyrightE 2016 - XMedius Salutions Inc. - XMediusFAX 8,0.0,382

To add attachments click on the Browse button and it will take you to your desktop File Explorer. You
can choose from here which documents and attachments you would like to add.



£} Web Fax Compose X
€ ©
) XMediusFAX - Admini...

i Medius
FAX'

portal.myhostedfax.com/

4

[fax/compose/webFaxCompaose.action < Q Search

Faxes Contacis

newu

ﬁ_% Inbound Histary
'.FS Outbound History
g';] Outgoing Queue

Em <

Compose Sender & Company information Options
Recipients
Name: 'R&Clblenf More recipients...
Company:
Fax: |6028755901

Cover Sheet

Style: Default Cover Sheet (BasicOl.cse) vI
Subject: iNew Fax

Comment: This is my first fax

Attachments

Document to attach

Xmedius Training - CUSTOMER Attachment.txt

Mars sttachments..,

Copyright® 2016 - XMedius Selutions [nc, - XMediusFAX 8,0,0.382

Once you have completed filling in the information and adding attachments you can click on the
Submit Button at the top to send your fax.



£} Web Fax Compose X =+

€ (U  portal.myhostedfax.com/fax/compose/webFaxStatus.action C  Q Search

) XMediusFAX - Admini...

F medius Faxes Contacts Newust
FAX'
ks Compose Fax
Fax submitted
k;% thbolind Histaby Fax successfully queued for delivery; Broadcast 1D is 4B78257E-E0BD-453AC-8DF3-44B4B09
',':3 Outbound Histary New Recipients
E’ﬂ Outgaing Queue The following recipients do not exist in your personal contacts, please check the contacts yo

|_| Recipient, 60287553801
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Once you have submitted your fax you will get this screen that will tell you if the fax has successfully

been submitted and delivered. If the Recipient is not in your contacts it will ask you if you would like
to add them.



£) http://portal...363063898021 X <=

€ © portal.myhostedfax.com/fax/status/listFolders.actiontiolderindex=1&pageNur c Q Search
) XMediusFAX - Admini...
2 medius Faxes Contacts newus

'
| e 3 ST

Folder view: Current | Deleted

2 Inbound Histary

‘,ﬂ Outbound Histary Resubmit | Delete | | More Actions | v
p:-’g Outgoing Queue

M4 1to70f7 M

[

[ ] sent New Fax 2 pac
To: 6028755901

| ] sent Test Accession 2 pac
To: 4803627016

[ ] sent Test £3 2 pac
To: 4803627016

D Sent John Test 2 pac
To: 4802918615

| [] sent Test Again 2 pac
To: 4803627016

| ] sent (No Subject) 4 pac
To: 4803627016

[ ] sent Test Fax 3 pac

To: 4803627016
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You can check all of your previous sent faxes by going to the Outbound History button. You can also
see all of your Inbound faxes in the Inbound button.



Troubleshooting

Problem

Resolution

Cannot log into Dashboard.

Fax will not send.

Not receiving fax

Name

WebkKit HTML converie
Microsoft Internet Ex
Internal Text

Check username and password.
Check cap lock key.
Reset password.

Make sure fax number is correct and working.
Make sure the fax is not too large. (100 page max.)
Check document format. (See chart below)

Make sure fax number is correct and working.
Make sure the fax is not too large. (100 page max.)
Check document format. (See chart below)

Make sure e-mail address is correct.

Extensions

RTEIPPTPPTXBMPITIFETIF




