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Concord Fax Online for Microsoft Office

A fully integrated solution for Office 2003, 2007 and 2010

Concord Fax Online for Microsoft Office 2003, 2007 and 2010 fully integrates into the Microsoft Office software suite, enabling
faxes to be sent and received from any Microsoft Office application. Faxes can be sent from any Microsoft Office application
using a convenient menu function.

Concord Fax Online for Microsoft Office includes:
e 50 inbound/Outbound Pages (+50 pages additional rates apply)

e  Toll-Free Number
e International Faxing (additional rates applied)

Ve M Aean

L) Sond 4 copy of Whe Socument be ohes pevgle 1

Ll i a0 Nrea -
J o tow Sl S ULE walwa nasbe - A & hovom
-} P Y Send n tnpy o e Bstument 1 o ¢ it (PRI o L aene [theteen. wesegl MM' RS

- o
H = B O A 15t st i -

n =
N“"" o | ) e A 158 st St e v nt o Vsl O F i S - Mg

e I s e A

no
El m'

0 Tt S0 Aachement
-4 AN 8 0y o TN SRt 1§ B
VB | et

NIt IE- B Gimenice]

it £ (ol 0§ Almtment
3] Pooen b |l Send o copy of B document 8 Mgt
— T mhment.

| z o P ANISSE | Fpeet ] T ey [
B R e i [ldint G-l B ¥ S o o s
Somant et tope
o haen » | Pt o S Pt et (e Tunel s
. wte
o) Do B e e O fe T
123 wowed Owmoms 11Xty o || e Smesuram
- [Type e ropmat nome) Foom: Ragh Muagrove
N, - [Ty Bhe recpunt tan momer] Pagr  [Type st of pages] |
Moot Wt O S92 < Phoce. [Type e rvcemest phone sumder] Oate: S0k O dote]
s [type tevt; « [Type tevt]
[0 et [ rermeves (0] Pesse commen [ resemeny [T messe acyce

Here's how faxing works with Microsoft Office:

Receiving Faxes

A unique, individual fax number is linked to a user-designated email account. Concord customers can choose from local and
toll-free fax numbers in the United States and several other countries. Local numbers can be assigned regardless of the actual
geographical location of the user, since email can be accessed anywhere.

Incoming faxes are delivered by the Concord network as attachments to email messages that can be retrieved using Microsoft
Outlook. Faxes can be opened, read, printed, stored and forwarded, just like any other email message. The content of received
faxes can be copied into any Microsoft Office application for further modification or storage.
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Concord Fax Online for Microsoft Office

Sending Faxes

While working on a document in any Microsoft Office application, a user selects the "Send Internet Fax" option from the "File"
menu. This initiates a series of automatic actions that collect the necessary destination Information, generate a fax cover page,
and send the document to the Concord network as an attachment to an email message. The network converts the document to
a faxable format and transmits it to a destination fax machine anywhere in the world. Sent faxes are stored as email messages
in the "sent” folder for future reference.

Benefits

e Convenient fax access directly from Microsoft Office applications

e Enables individuals to fax on demand

e Microsoft Word mail merge can be used to personalize faxes

e  Supports customized fax cover pages using Microsoft Word fax templates.

e  Works seamlessly with Microsoft Outlook.

e Received fax documents can be deleted, printed, forwarded or stored electronically.
e Individual, unique fax numbers ensure direct and private delivery of incoming faxes.
e Multiple documents can be received at once
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