
 
 
 
 

 
 

TaylorNetWeb Desktop Fax Quick Help Guide 
 
 

This guide is a quick start help guide to get you faxing fast! 
 
 
How to fax a document. 
 

 
 
Once you have your document, click FILE and PRINT. 
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Your computers installed printers will display, select ActiveFax as your printer to 
send this document as a fax. Click OK. 

 
 



This Fax dialog box will pop up next. 

 
 
Enter the recipients name and fax number. If you want to send an email, fill that 
out and click the email icon. You can enter both information, but make sure you 
select which you wish to send. Enter the other information as you see fit. 
Overlays are not used in Windows Desktop Faxing. 
 



 
 
Selecting the “More Settings” tab will allow you to fill in text on the cover sheet if 
you selected to send one. You can have custom cover sheets on request. 
 
Once you are happy with your settings, click OK and your fax will be sent. 
 
 
 
 
 
 
 
Modify Your User Settings 
 
Some of your settings will be added for you when you login. However, you can 
change how your fax will look and other settings. 
 
 
 
 
 
 



From File, select “Change User Settings”. 
 

 
 
 
 
 
 
 
 
 
 



The user setting box will display, 

 
 

 



The above information will display on your sent faxes, enter YOUR fax number if 
you have one. If not, you can leave it blank. I do not suggest to use the default 
setting as it will not have your information on it. 
 

 
 
 
Set email notification if you wish to receive a conformation that your email has 
been sent. The system does not receive incoming faxes, so you can leave that 
boxed unchecked. 
 
Use the help files to gather more information, or you can contact us at: 
Tech.Support@TaylorNetWeb.com  
 
 
Fax Long and Prosper 
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