
Sending a Fax through FAXCOM Web Client 

 
1) Open a web browser and go to http://maine/FAXCOMWebClient/ViewFaxes.aspx.  You 

should be automatically logged into your FAXCOM Web Client.  If it does not, click on Start New 
Session. 
 

 
 

 

  

http://maine/FAXCOMWebClient/ViewFaxes.aspx


2) On the main screen, click Compose Fax in the upper right corner. This will bring you to 
the screen where you enter fax information. 
 

 
 

 

  



3) In the Send To section, enter any information that is applicable. 
a. Name:  Person who is to receive the fax 
b. Company:  Organization they work for (Optional) 
c. Fax Number:  Complete 10 digit number the fax is being sent to; no dashes 
d. Phone Number:  Number of the person/organization (Optional) 
e. Account:  If fax is related to a specific account (Optional) 

 

 

4) In the Fax Details section, keep the Cover Page as the default.  If desired, enter 
additional information. 

a. Subject:  Quick reference describing what the fax is related to 
b. Memo:  Detailed reference describing what the fax is related to 

 

  



5) In the Attachments section, this is where you choose the file you wish to send via fax.  
Note:  If you only have a paper copy of what you wish to fax, you will need to scan the 
document, send it to yourself via email, and save it from your email onto your computer 
(in a folder like Documents, Downloads, Desktop, etc.). 

a. Name:  Click Choose File, then browse to the file you wish to fax. Select it and 
click Open 

b. List:  Will display all the files that have been selected to be faxed 
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Appears In List after it is selected 

 

 



 

6) In the upper right corner, click Send. 

 

 

7) In the upper right Corner, you can click View Faxes to check your Sent items and see the 
status of the fax that was just sent. 

 
 

 
 



8) To see the status of a fax, look under the Transmit Status column.  Click Refresh every so 
often if it is pending.  To view a copy of what was faxed, click the icon with the 
magnifying glass.  To view details of the fax transmission, click the paper icon. 

 

 

9) You will also get email notifications when you have sent a fax, informing you whether it 
was sent successfully or if it failed. 


