Generating Fax Sent & Received Reports

Fax Reports Sent

1) On the fax machine press menu
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On the display panel is will say “printing in progress”
The print out will look like this

These copies need filing in the ‘Fax Report Sent’ folder in the office.

Fax Received Report

Please repeat all the above processes apart from no. 3.
3) Press the right arrow twice this time
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On the display panel it will say “printing in progress”
The print out will look like this

These copies need filing in the ‘Fax Report Received’ folder in the office



