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Summary
The Imagicle StoneFax server was purchased along with the new telephone VoIP
system and has been certified for production fall of 2017. This fax server is
recommended for non-confidential information only. Faxes are sent using a district
email account. Incoming faxes are received into a department email account.
A traditional physical fax machine is still recommended for sending confidential and
sensitive information such as credit card number and social security numbers.

Send a Fax
To send a fax, send TO: fax@fhda.edu
The Subject line contains the recipient fax phone number. You must include the
area code. Do not include 9,1 –the outside and long distance codes are provided on
the backend server. No spaces or dashes in the phone.
Example: 6509496124

Cover Pages
Use the body of the email for specific cover page information. The first page of the
sent fax will be a generic cover page provided by the Imagicle fax server.
Example:

When you send a fax, you will receive the following (examples) emails:

Attachments
You can send as many attachments to the fax as you like.

Receive a Fax
To receive a fax, you must request the creation of a department email account or
use an existing department email account. It cannot be an alias or email list address
such as centralservices@fhda.edu, which is an email list of email addresses.
The entire fax will be received as an attachment to the email received in your
department email account.
Example email:

Request a Department Email Account
To request a department email account for fax use or set up an existing department
email account for fax use, please submit an ETS Request For Help work request.
Using a browser go to etshelp.fhda.edu. Log in using your MyPortal ID and
password. Under Choose Action, select the ETS Request for Help form.
If you have an existing fax number you would like to transfer from a retired fax
machine for use with the fax server, please include the phone number for the fax in
the work request. Otherwise, a new fax number will be assigned to the department
email account.
More than one employee should know the login ID and password for the account.

How Others Send a Fax to Your Department Email Account
For others to send a fax to your department email account, they send the fax like any
normal fax to the phone number associated with your department email account.
Make sure you include the area code.
Example: 650-949-7707

