EasyLink Fax2Mail

Getting Started

e  Login at: https://fax2mail.easylink.com
e  Your password is case sensitive. If you forgot your
password, click on the “Forgot Password?” link.

Changing Your Preferences

Select the “My Preferences” tab. The drop down menu
will have three preference selections:

User Profile: Your contact Information and your password
can be changed here.

Send Preferences: Default Settings for sending faxes
Receive Preferences: Default Settings for receiving faxes.

Send Preferences

In the “Send Preferences” section, you may change some
options that control the defaults when you SEND a fax. The
most common default setting to modify would be the
Cover Sheet setting. Call your Sales Rep if you would like
custom cover sheets created.

Receive Preferences

In the “Receive Preferences” tab you may change some
options that control the defaults when you receive a fax.
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Received Fax Settings: Change the file format type of your
fax (TIFF, PDF or Secure PDF). You may also select any of
the Enhanced PDF Options*.

Recipient Settings: Set an alternate email address to
receive faxes when you are on vacation or add additional
email addresses to receive copies of your faxes.
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*Additional charges will be applied

Viewing Activity

Select the Inbox or Sent icons from the Homepage to view
your Received and Sent Fax Activity:
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Inbox: View all faxes you received within the last 30 days.
Sent: View all faxes you sent within the last 30 days

Use the advanced search button to narrow or widen your
search.

Viewing Details

From the “Inbox” you may view the actual fax that was

received by selecting the binocular icon , view delivery
details and also have the ability to resend or redirect your
fax.

Click on the “+” to view details about the fax.
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Depending upon the manner of implementation, the Services may be covered by one or more of the following patents;
United States Patents No. 4,994,926, No. 5,291,302 and No. 5,459,584, Canadian Patent No. 1329852 and related patents.
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From the “Sent Items” you may view delivery details and
also have the ability to resend or redirect your fax.

To resend a fax to a different fax or email address, click on
the job # to have the split screen containing the delivery
information appear. Select the Report tab and click on
“Resend”.
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Reports Tab

The “Reports” tab will give you a snapshot of your sent
and/or received faxes within a given day or time frame.
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e  “Advanced Search” can be used to narrow your
query

e  “Export” will give you a CSV file that you can
download

e  “Show Details” gives you the details for the specific
fax on that line
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EasyLink Customer Support

EasyLink Customer Support
E-mail: F2MSupport@EasyLink.com
Phone: 866.323.9707

Depending upon the manner of implementation, the Services may be covered by one or more of the following patents;
United States Patents No. 4,994,926, No. 5,291,302 and No. 5,459,584, Canadian Patent No. 1329852 and related patents.
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