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Receiving Faxes on your computer with OpenText XMedius Fax

UMass Dartmouth has moved to a secure, cloud-based fax solution. A limited number of
people have the ability to receive faxes. Incoming fax notifications are sent via email
message, and faxes can be viewed, downloaded, and forwarded to others through the
XMedius website.

If you need help, please contact the IT Service Center at x8900, option 5, or open a
support case using our online IT Help form at https://ithelp.umassd.edu.

1. Open a web browser, and log into the portal at https://my.umassd.edu.
From there, open your Outlook email.

2. Fax notifications appear as normal email messages from XMedius Cloud.
Click a message to open it.
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3. The fax notification message contains a link to the XMedius web site.
Click the link to open it.

X <>

1-page fax received from UMass Dartmouth

‘ XMedius Cloud<system@xmedius.com> © & & » & O .
To: @ Richard D Legault Tue 2024-08-06 9:58 AM

1-page fax received from UMass Dartmou

Received Time : Aug 6, 2024, 9:58:38 AM
To (DID) 1 +1508-999-8162

<\ Reply > Forward

You can also log into XMedius directly at
https://portal.xmedius.com/umassdartmouth
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4. The sign in-page is displayed. Click the Sign in button. Since you are already
logged in to the portal, you will be logged in automatically.

m UMass ‘ Dartmouth

Welcome to OpenText XM Fax

Your organization is using an external sign-in
service.

Account: umassdartmouth Change
account

Powered by OpenText
opentext” + xMedius

Policy.
Credits

5. The XM Fax home page opens, with recently received faxes shown in a list.

.
m UMass | o XMFax Help ~ Richard Legault v

+ New fax Search. [ Search ] Date[ Al . ] Statusl Al -] Reset
Folder view: Current | Deleted
& Inbound history
[ Forward ~ ][ More actions ~ ]

% Outbound history

Select all faxes 1to9of9 Sort by Time v
= Outgoing queue
Received From: +1 865-507-2433 1 page Jul 24
To: +1 508-999-8162

Received From: Anonymous
: +1 508-999-8162

2 pages Jul 22

Received : Anonymous 2 pages Jul 22
: +1 508-999-8162
Received From: +1 702-963-3672 1 page Jul 16
To: +1 508-999-8162
Received From: +1 502-916-9036 1 page Jul 16
To: +1 508-999-8162
Received From: Anonymous 1 page Jul 16
To: +1 508-999-8162
Received From: +1 720-647-2643 1 page Jul 11
To: +1 508-999-8162
Received From: +1 978-393-2944 2 pages Jul9
To: +1 508-999-8162
< Received From: +1 978-393-2944 2 pages Jul 8

Copyright © 2024, XMedius. Al Rights Reserved. Trademarks owned by XMedius and Open Text. - XM Fax CE 24.2 (build 1.37)

Click a row containing fax information to open the fax.
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6. The fax is displayed.

°
A vvass |, onn XM Fax Help ~ Richard Legault ~

Back [ Download H Forward ~ ][ More actions ~ ]

S Outbound histgey

[=)(=)(<][ <]

Note Event log

r2[>][e](e][=][1]hss <% >

2024/07/22 14:28:34——TT

= Outgoing queue

UMass Dartmouth
285 Old Westport Road
North Dartmouth

Massachusetts 02747

[ From

Name: Suvinda Govindraj
Phone: 508-999-8146 Fax: 5089998162

< E-mail: sgovindraj@umassd.edu

Copyright © 2024, XMedius. All Rights Reserved. Trademarks owned by XMedius and Open Text. - XM Fax CE 24.2 (build 1.37)

Use the controls at the top of the view area to scan through the pages of your fax,
rotate pages for easy viewing, and change magnification.

7. To download the fax, click the Download button at the top.

Bak | Download |[ Fdwara ~ More actions ~

Fax | Properies  Routinghistory ~ Note  Eventlog

8. The download preview opens in a separate browser tab.
N\

@ v 1 of2 — | + Automaticzoom v LT Z2 @& D
2024/07/22 14:2834 1 /2

UMass Dartmouth

285 Old Westport Road
North Dartmouth

Massachusetts 02747

mom

Name: Suvinda Govindraj
Phone: 508-999-8146 Fax: 5089998162

E-mail: sgovindraj@umassd.edu

Sent: 7/22/24 at: 2:28:34 PM 2 page(s) (including cover)

Subject: Test

Comments:

Click the folder button in the upper right to choose a download location.
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9. The Save dialog box is displayed. The appearance of this dialog box depends on
your computer operating system. Note that faxes are saved a PDF files.

Save As: | F319086D-EF96-41D2-A2E5-88E3¢

Tags

Where:  [& Downloads v

Format: Portable Document Fo...

Cance m
(=)

Navigate to where you would like to save the fax, then click the Save button.
After you have saved your fax, close the browser tab.
Congratulations, you have downloaded a fax!

Forwarding Faxes to others using OpenText XMedius Fax

1. Only a limited number of people have access to receive faxes directly. You may
need to forward a fax to its intended recipient. To do so, first log into the
XMedius web site, and select the desired fax as described in steps 1-6 above.

2. Click the Forward button at the top, then choose More.

/
Back [ Dawn\&d H Forward ~ ] BM [ More actions ~ ]

Fax ‘ Properties  Routing history ~ Note  Event log

o

3. A dialog box opens, asking you to select recipients.

Select destinations X

Search All M

Select the item Selected destination(s)

aabreu@umassd.edu - No data available in table
aadler@umassd.edu -

aakhavanmasoumi@umassd.edu =

aalemtsehayackah@umassd.edu -

aamac@umassd.edu =

aamaral8@umassd.edu -

LR * R R S s S 4
Be Be Bo B Do Be

Cancel
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4. Begin typing the recipient’s Username into the Search field.

Select destinations X

sul All M

Select the item Selected destination(s)
¥ & bsullivan@umassd.edu No data available in table
v & msullivan5@umassd.edu

Cancel

A list of possible matches is shown below the field.
Click to select the arrow to the right of the desired name.

5. The selected name is added to the destination list on the right side.

Select destinations X
sul All v
Select the item Selected destination(s)
7r & bsullivan@umassd.edu - v & bsullivan@umassd.edu x
v & msullivan5@umassd.edu i

Search and add more destination names if needed.
When you have added all the recipients, click the Forward button.

6. The fax is forwarded immediately. To review the recent and past forwards, click
the Routing History tab.

o]

ack [ Download H Forward ~ ][ More actions ~

Fax  Properties { Routing history l Note  Eventlog

Received from Fax System @ Monday, July 22, 2024 2:41 PM

Forwarded to
User From : rlegault@umassd.edu Friday, August 9, 2024 1:25 PM
To : bsullivan@umassd.edu Operation completed successfully

Congratulations, you have forwarded a fax!



