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Sending Faxes from your computer with OpenText XMedius Fax

UMass Dartmouth has moved to a secure, cloud-based fax solution. This allows all
employees to send faxes from their computers. You can send most fille formats as a fax,
including PDF files, Word, Excel and PowerPoint files, as well as image file formats
such as JPG, PNG and TIFF.

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 visit https://portal.xmedius.com/umassdartmouth .
The sign in-page is displayed. Note that if you are already logged in to any
UMass Dartmouth single-sign-on system, you will be logged in automatically.

P
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Welcome to OpenText XM Fax

Your organization is using an external sign-in
service

Account: umassdartmouth Change

Powered by OpenText
opentext” + xMedius

Policy.
Credits

2. Click the Sign in button and log in with your UMassD Logon credentials.
The XM Fax home page opens, with recently received faxes shown in a list.
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4+ New fax Search. Search Date[AII .] Status[AII -] Reset

older view: Current | Deleted

[ Forward ~ ]l More actions ~ ]

Select all faxes 1to9of9 Sort by Time ¥

& Inbound history

% Outbound history

= Outgoing queue
Received From: +1 865-507-2433 1 page Jul 24
To: +1 508-999-8162

Received From: Anonymous 2 pages Jul 22
To: +1 508-999-8162

Received From: Anonymous 2 pages Jul 22
To: +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 Jul11
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 Jul8
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3. Click the New fax button at the top of the left column.
The new fax page is displayed.
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$ outbound history

Name Company Fax:

Cover sheet

& Outgoing queue

Style: Default cover sheet (Generic.cse) v

Subject:

Comment:

Attachments

Browse
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4. Enter the recipient’s Name, Company, and Fax number into the fields provided.
If you are faxing to a campus extension, you must use the full 10-digit phone
number. Note that you don’t need to enter a “7” to get an outside line, as physical
fax machines on campus require.

Recipients

Suvinda Govindraj UMass Dartmouth 508-999-8162 Add

5. When you have finished entering the recipient information, click the Add button.
The recipient appears in the list, and you can click the button again to add others

if needed.
Recipients

& Suvinda Govindraj (UMass Dartmouth) - 508-999-8162 & x

Name Company Fax* Add
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6. Enter Cover Sheet information as required.

Cover sheet

Style: Default cover sheet (Generic.cse) v

Subject: Conglom-O Contract

Comment: For your records...

If a cover sheet isn’t necessary, choose None from the Style pop-up menu.

v Default cover sheet (Generic.cse)

7. To add content to your fax, click the Browse button and choose a file, or
drag-and-drop a file from your desktop onto the dotted rectangle.

Browse

You can send most fille formats as a fax, including PDF, Word, Excel and
PowerPoint files, as well as image file formats such as JPG, PNG and TIFF.
Remember that faxes are always black and white, so files that include color may
not appear as intended.

Attachments

8. After you have selected a file, it appears above the browse button.

Attachments

2 Congom-O Practice Contract.pdf @

To remove a file, click the ‘x’ to the right of the file name. To add an additional
file, click the Browse button again, or drag another file from your desktop.
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9. When you are ready to send your fax, click the Submit button and go to step 11.
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10. To check your fax before you send it, click the Preview button.
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UMass Dartmouth

[ From |

Name: Richard Legault Suvinda Govindraj
Phone: 508-999-8799 Fax: 508-999-8162
E-mail: rlegault@umassd.edu UMass Dartmouth

Sent: 7/26/24 at 4:16:47 PM 2 page(s) (including cover)

Subject: Conglom-O Contract

Comments:

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

If you need to make any changes, click the Back button in the upper left.

If you are ready to send your fax, click the Submit button

11. A confirmation page is displayed.

Fax submitted

Fax successfully queued for delivery; Broadcast ID is F319086D-EF96-41D2-A2E5-88E367686661-11842939-BR

New recipients
Qwing recipients do not exist in your personal contacts, please check the contacts you want to add:
Suvinda Govindraj (UMass Dartmouth) - 508-999-8162

If a recipient doesn’t exist in your address book and you would like to add them,
click to select the checkbox next to their name.

Click the Ok button to continue.
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12. The fax sending progress page is displayed. You may need to refresh your
browser page to see updated information.

Search... Date[AII v] Pr\ority[AII -] Reset

Select all faxes l1tolofl
Conglom-0 Contract 0/2 pages 04:18 pm
To: +1 508-999-8162

XMedius will try to send your fax three times. If the fax fails, you will receive an
email notifying you that the fax was unsuccessful.

13. When sending is complete, the page changes to read “Sent”.

Search... Date[AII v] Priority[AII v] Reset

elect all faxes 1tolofl
iglom-0O Contract 2 pages 04:18 pm
d: +1 508-999-8162

14. Select Outbound History in the left column to see all recently sent faxes.

<+ New fax Search Search Date[Au v] Status[AH v] Reset

Folder view: Current | Deleted

$ Inbound history
[ Resubmit ] [ More actions ~ ]
Select all faxes 1tolofl Sort by Time ¥
= Outgoing queue
Sent Conglom-0O Contract 2 pages Jul 26
To: +1 508-999-8162

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

You will also receive an email confirmation that your fax was sent successfully.

|| . XMedius Cloud Fax delivery success to +1508-999-8162 Fri 07-26 |

Congratulations, you have sent a fax!



