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Downloading the Document

e To begin, simply click the ‘Click Here’ link.
e When prompted, click the ‘Save’ button.
e Select a location to save the document.

* Intelligent Offline InstanetFax
Cover Sheet

@ Save acopy of this offiine cover sheet

to your PC and use it at any time File D yo— =
without having to log badk in. e .

E Click here to download the offiine Do you want to open or save this file?
cover sheet.
" " ', M : Inst tFax Offline C Sheet, pdf
-3 Click here for the offline cover sheet ﬂi . EIMES LA SIS s S=EE)
e Type: Adobe Acrobat Document, Z70KE
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From: bestboy.transactiondesk.com

Open ] [ Save ] [ Cancel ]
‘ |
» kv
save s . :an patentially
. t
Save in: | [E Deskiop [v] a2 E- nat open ar
By @Mv Dacuments
4 :3 -j My Computer
My Recent ‘_-gMy Metwark Places
Documents
=
[
Dezkiop
b Documents
b Computer
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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.

FAX to EMAIL COVERSHEET INSTRUCTIONS:

Simple InstanefFax Instructions: @’

==

1. Fill in the cover sheef below.

2. Click the Print button below.

3. Fax the cover sheet and document(s) to the
TOLL FREE number below.

[]

InstanetFax Wizard Insfructions: @’:

==

1. Click on Wizard bufton fo access additional
features when filling in the cover sheet

2. Click the Prinf butfon below.

3. Fax the cover sheet and document{s) to the
TOLL FREE number below.

( Print )

IWIzardE]

Message:

Tester MRIS (tester@instanetsolutions.com)

|J'ance@jnsrane:solun‘ons.com

Subject: |Si‘gnarure required

Please sign and return the attached documenis.

nsta.
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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.

FAX to EMAIL COVERSHEET INSTRUCTIONS:

[]

Simple InstanetFax Instructions:
1. Fill in the cover sheef below.

2. Click the Print button below.

TOLL FREE number below.

3. Fax the cover sheef and document|s) fo the

@. v

s

( Print

|
InstanetFax Wizard Instrucfions: @’

-

1. Click on Wizard button to access additional
feafures when filling in the cover sheet.

2. Click the Prinf butfon below.

3. Fax the cover sheet and document{s) to the
TOLL FREE number below.

Wizard

(Reset "} )

e - e o o~

JavaScript Window

**Enter the 'To' email address

InstantFax

|Iance@instanetsolutions.com

Enter the 'CC' email address

Enter the 'BCC email address

Warning: JavasScript Window

Previous ] [ Mext ] [ Reset ] [ Print ] [ Cancel
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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.

JavaScript Window

Subjeck:

Message:

Send Options

Send a copy ko myself [include Fax-Back Cover Sheet

Matification Options

@ Mare Motification address or fax number:
() Email
O Fax

[ _______________________ Presvious ] [ Mt ] [ Reset ] [ Print ] [ Cancel

Warning: Jawvascript Window
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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.

e Select a watermark option.

e Click "password protect document” if you would like to apply a password to the document.

e Click "timestamp document" if you would like the document to be digitally signed and time
stamped.

e Click the "Finish" button.

JavaScript Window

Document Options

[15plit Fax inko mulkiple docurments (Masx, 4)

Define docurments

Pages in Document 1
Pages in Document 2
Pages in Docurnent 3 ,7
Pages in Docurnent 4 ’7

Watermatk Options

() Mone ) Draft () Confidential

Security Options

[IPasswaord protect document

Timestamp document

Mame of Docurnent 1 |

Mame of Document 2 |

Mame of Document 3 |

Mame of Dacumnent 4 |

(ARANE i i

Warning: JavaScript Window

(must contain 4 ko 9 characters)

Previous ] [

Finish

J

Reset

J

Prink

] [ Cancel
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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.

e Check the "split fax into multiple documents" checkbox.

e 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.

e Specify the # of pages and provide a name for each document you will be sending.

e Select a watermark option.

e Click "password protect document” if you would like to apply a password to the document.

e Click "timestamp document" if you would like the document to be digitally signed and time
stamped.

e Click the "Finish" button.

JavaScript Window

Docurnent Opkions

Split Fax inko mulkiple documents (Max, 4) [[J5end documents as a branded package

Defing documents

Pages in Document 1|3 = Mame of Documnent 1 ‘Purchase Contract
Pages in Document 2 |1 = Mame of Documnent 2 ‘Addendum &
Pages in Document 3 |1 = Mame of Documnent 3 ‘Addendum B

Pages in Document 4|0 = Mame of Documnent 4 ‘

‘watermark Options

() Mone O Draft () Confidential

Security Options

[ Password protect document {must contain 4 to 9 characters)

Timestamp docurment

[ Previous ] [ Finish ] [ Reset ] [ Prink ] [ Cancel

‘Warning: JavaScript Windaw
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Offline InstanetFax Cover Sheet — Wizard Complete
The document will update with the recipient information entered in the wizard.

e  Print the coversheet.

e Fax coversheet and document(s) to the fax number provided on the coversheet.

e If you are sending multiple documents be sure to fax them in the order you specified in the
wizard.

FAX to EMAIL COVERSHEET INSTRUCTIONS:

@ O (7)

Simple InstanetFax Instructions: o InstanetFax Wizard Instructions:

—

1. Click on Wizard bufton fo access additional
features when filling in the cover sheet

1. Fill in the cover sheet below.

2. Click the Print button below. 2. Click the Print bution below.
3. Fax the cover sheet and document(s) fo the 3. Fax the cover sheet and document(s) to the
TOLL FREE number below. TOLL FREE number below.

Print & Wizard

From: Tester MRIS (tester@instanatsolutions.com)
To: |lance@jnsrane:squIions.com |
CcC: | |

Subject: |Si‘gnarure required |

Message: |Please sign and return the artached documents.
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Offline InstanetFax Cover Sheet - Sample email

This is a sample email for an InstanetFax with multiple documents.

t Purchase Contract.pdf (23 KE) EAddendum A pdf {15 KB} EAddendum B.pdf {15 KB}

You have received a fax from Tester MRIS.

Tester MRIS
Agency: MRIS
Please sign and return the attached documents. Address: 8707 Key West Ave
Suite 200
Tester MRIS has faxed you 3 pages. The documents are attached to this email as Rockville, MD 20850
fallows: Phons:  301-838-7200
[ I ( Fax: 519-432-6515
. |
EEEEE[}?;EHE:?E;CEF1pl|j3];,j1.5.fag9) Email:  tester@instanetsolutions.com
) a [ Website:

Addendum B.pdf (1 page)

NOTE: Viewing .PDF documents requires the |atest version of the Adobe Acrobat Reader.

Please consider the environment before printing this email message %

10



