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User Guide 

Downloading the Document 
 
• To begin, simply click the ‘Click Here’ link. 
• When prompted, click the ‘Save’ button. 
• Select a location to save the document. 
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Offline InstanetFax Cover Sheet - Simple version 
 
The quickest way to send an InstanetFax is to use the Simple instructions.  
 
• Click the "Simple Coversheet" checkbox. 
• Enter email address(es). 
• Print the coversheet. 
• Fax coversheet and document(s) to the fax number provided on the coversheet.  
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Offline InstanetFax Cover Sheet - Wizard version 
 
The wizard coversheet allows you to access more advanced options.  
 
• Click the "Start InstanetFax Wizard" button. 
• Enter email address(es). 
• Click the "Next" button. 
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Offline InstanetFax Cover Sheet - Wizard version 
 
• Enter a subject and/or message. 
• Check "send a copy to myself" if you would like a copy of the InstanetFax email.  
• Check "include a fax-back cover sheet" if you expect the recipient to return documents to you.  
• Select a notification option.  
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Offline InstanetFax Cover Sheet - Wizard version - single document 
 
If you are only sending 1 document or would prefer to send your documents as a single PDF file 
use these instructions. Otherwise, see the next page on sending multiple documents.  
 
• Select a watermark option.  
• Click "password protect document" if you would like to apply a password to the document. 
• Click "timestamp document" if you would like the document to be digitally signed and time 

stamped. 
• Click the "Finish" button. 



8 

User Guide 

Offline InstanetFax Cover Sheet - Wizard version - multiple documents 
 
Use these instructions when sending multiple documents. The InstanetFax service will separate 
each document from the fax.  
 
• Check the "split fax into multiple documents" checkbox.  
• Click "send documents as a branded package" if you would like the documents to be compiled 

into a single PDF file. The documents are opened separately from within the package.  
• Specify the # of pages and provide a name for each document you will be sending.  
• Select a watermark option.  
• Click "password protect document" if you would like to apply a password to the document. 
• Click "timestamp document" if you would like the document to be digitally signed and time 

stamped. 
• Click the "Finish" button. 
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Offline InstanetFax Cover Sheet – Wizard Complete 
 
The document will update with the recipient information entered in the wizard.  
 
• Print the coversheet. 
• Fax coversheet and document(s) to the fax number provided on the coversheet.  
• If you are sending multiple documents be sure to fax them in the order you specified in the  
wizard. 
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Offline InstanetFax Cover Sheet - Sample email 
 
This is a sample email for an InstanetFax with multiple documents.  


