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FaxAgent
User Guide

ITS Fiber’s FaxAgent Service is a robust fax over IP solution that is accessed  
using your Cloud Voice service connection.

Faxing with Fax Agent
Your fax service has been set up using FaxAgent. You can now either use the fax machine or use the online fax portal to 

send and receive faxes. Use the URL below:

Web Portal Access: https://portal.faxagent.com/

Your login information is: 

Username: ________________

Password: ________________

Telephone Number  

for Fax Agent Account:

(____)___________________

Sending a Fax
1. Log into the Fax portal https://portal.faxagent.com

2. From the Dashboard page click on the “send a fax” button

3. This will take you to through the 5-step process starting with “recipient info”

4. Fill out the fax number box with the number you are faxing. This is the only required field.

5. You can optionally fill the other boxes in this section if you wish.

6. Click on the red “next” button on the top right which will move you to the “attachments” section.

7. Here is where you can attach a file from your computer. If you have a file to attach, click on the red “browse” button and 
search the correct folder where the file is located then attach it. (Accepted file formats are listed on the web page.)
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Sending a Fax Continued
8. Click “Next” and it will take you to the “review fax” section, where you can look at what you’ll be sending.

9. Click “Next” again and you’ll see optional filtering info that will allow you to apply filters for managing your faxes. The 
bottom section will allow you to send your fax to up to 5 additional recipients and can select delivery by fax or email.  
(see  image below)

FaxAgent Support
If you have any business questions you can send an email to itsfiber@itsfiber.com or call us at 772-597-3423. Hours are 

from 8:00 am to 5:00 pm after hours support call 772-597-3423. 

Note:
Timestamp in portal will be in Pacific Standard Time. However, the notifications you send will be in Eastern Standard Time.

10. Click the red “send” button to send your fax

Setup Email Notifications
11. To add an email address to receive notifications for sent or received faxes go to Settings>Notifications. See below.


