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What is Segra SkyFax?

Segra SkyFax, is a secure, cloud-based fax solution that lets you keep your
existing fax machines while sending faxes over the internet using HTTPS. It
eliminates the need for legacy copper lines, reduces costs, and provides a
seamless transition to digital faxing—without changing how users work. By
unifying fax workflows into one platform, Segra SkyFax simplifies management,
improves reliability, and supports compliance.

This guide provides a quick, step-by-step overview of how to send a fax using the
Web Fax Client (SkyFax). It is designed to help users complete common faxing
tasks quickly and efficiently.
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Access the Web Fax Client

Login
1. Go to https://cloud.faxback.net/SkyFax/
2. Log in using your Account Name and Enter your account name and password to logon
Password
 Account
Password:

Tip: Click Forgot Password if you need to
reset your credentials

[ Search for Contact |
1

Creating and Sending a Fax

1. Enter your From Information. \ Select Fax Rec:plents =

2. Enter the Fax Number or select a recipient from search| | AlFields v Refresh Contacts: Shared v |
Contacts. Full Name “ Company Fax Number Email

3. Enter a Subject. | -

4. Add your fax content. Detailed instructions for

adding and uploading content are provided in the /I\

next section.

: . [ Select Contact
5. Review your fax details to ensure accuracy.
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6. Click Send Fax when complete. rve Ext B Dotois B wwport B Expost _
[ Enter Sender Details |
| Add Recipient |
secRN | SkyFax =
S ) Al [ Saved Contacts I_N J/
'SEND
T i — <— Manually Enter Fax Number [ Send Fax |
[ Edit Cover Sheet |
Subject: %' Add a Subject Line | ) Fax MCOVER =DETALS (Send Fax |
H&se @ HEHT&Q /]\
[ Add Fax Content |
<[ Add Atachments [ Edit the Fax Details |
—
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Adding Content to a Fax

1. Click the Fax button to:
*Type content directly into the editor
*Upload or import a document
*Make edits as needed

2. Click Cover to add or edit the fax cover sheet.

3. Click Details to enter a Billing Code (if required).

Attach Document X

Select document for upload and conversion. Types are restricted to the following:

E Word (*.doc, *.docx)

.:‘,.-L 8 Acrobat (*.pdf)

£ Excel (" xls, * xIsx) ‘. HTML (* htm, * htmi)

Choose a File

Power Point (*.ppt, * ppix) Upload File |

Additionally Supported: TIF (*.tif)

ILE NAME:

Choose File | Mo file chosen

SEGRAN\ | SkYFax [> Log Out

(—) SEND FAX

#1 Fax Number (oogxxx-xxx

| Details |

Recipient Name \l/
R Somwte Compeny L0 Biling Code (if required)

Subject: FAX COVER =— DETAILS =

Message Information

Billing Code:
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Updating Your Contacts

1. Click Contacts to:
* Add new contacts
* Edit or delete existing contacts
* Import or export contacts
2. Select the recipient and click OK to return to your fax.

Add Contact =
Search Contacts
Marme
Select Fax Recipients 2 S
| mnFieids v Rebesh Contacts: Sharedw Job Title
—_———— Phaone
”“""'“" | Delete Contact [* — Fax Note
- . e - cell
Add New Contact | Emai
Address 1
. Address 2
Edit Delate Import Export - ::e
Zip Code
Country
Edit Contact Export_Contacts Tt | Prrae - sawe |

Import Contacts

Getting a Fax Confirmation
1. After sending, you will receiveemail notifications confirming;:

* The fax was sent
* The fax was successfully delivered

Your Fax Has Been Submitted

Your fax has been submitted for sending. It will be sent 10 the foliowing:

“You will receive an email notiication in a few minutes when your fax has compleled with the
resulls.
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