How to Fax on RingCentral

Step 1.

Open the RingCentral app, select the “Fax” tab and then select the
fax icon (Send new fax).
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Step 2.

Once you click on the icon, the “New fax” menu will open up. Here
you can fill out and select the following criteria:

Fax number, contact number, or name of contact

Number you are faxing from

Cover page

Notes (optional)

Afterwards, select and attach the file(s) you are going to fax from
your local storage by clicking on the paperclip symbol.
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Step 3.

After you are done filling out the form, click on the “Send now”
button and your fax should be on its way to your recipient.
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