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Using Avaya Fax Messaging Feature
This document covers the functionality of the Fax Messaging feature that the IVMS Voice Mail system can provide. 

The following are solution prerequisites: 
· The user must be on the Integrated Voice Messaging Service (IVMS) platform.
· The user must be on the State’s MS Exchange e-mail platform.
Important Note: Once all the prerequisites are met, please open a ticket with the ITS Service Desk at 919-754-6000 or 1-800-722-3946 and request to have “Fax Messaging added to your Class of Service.”
Once this feature is turned on, you will be able to receive faxes via your regular desktop phone extension.
How it Works

The sending fax machine will call your standard phone #, and ring a certain amount of times. While ringing, IVMS listens for the fax “side tone”. Once detected, IVMS answers the call and provides the appropriate fax connection handshake to the sending fax devices. Once the fax is complete, IVMS will email the fax document to the exchange e-mail account specified in the IVMS voice mail preferences for the user’s extension number. The actual fax document can be specified to be saved as a .pdf or .tiff file. Once deposited to the assigned email account, the users’ voice mail light will be lit indicating receipt of the fax message. Users are encouraged to have their IVMS preferences also set to “send e-mail notification” upon receipt of message. For ease of use, the fax message can be accessed by any number of users by addressing the fax e-mail and message notification to an e-mail list serve.
Important Note: The incoming fax will look like a regular incoming call; therefore you must know its coming so that you don’t answer it and disrupt the transmission of the fax. If you answer the call, simply transfer the call to voice mail to complete the fax receipt process. 
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Checking Fax Messages

When a fax message arrives, it will be delivered to the appropriate e-mail inbox. The message will contain the fax plus information such as time of arrival, date and size.  At this time the fax message can be viewed, forwarded as an email attachment (.tif file) or, contingent on the functionality of your default viewer, edited.

To open your fax simply “right mouse click” on the fax message, then click on the “View Attachments” option from the drop down list and finally click on the “faxatt.tif” option, as shown below. It will take a few seconds for the fax to be displayed via your default viewer.
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Here is what a same fax message might look like.
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If you are using the Microsoft provided “Windows Picture and Fax Viewer”, here are your management and editing options.
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Deleting Messages

Selected the message you would like to delete.  Use your mouse and single click on the message to be deleted.  Then press the “delete” key on your keyboard or, as shown below, right mouse click on the message and then click the “delete” option from the drop down menu.
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Once this is done, you will notice that the message has been stroke through hence “marked” for deletion, but there is one more step. As shown below, on the tool bar click on “Edit,” then click on “Purge Deleted Messages.” 
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From here an alert will pop-up, see example below, and ask you “Are you sure you want to permanently delete all messages marked for deletion in this folder”.  At this point click “Yes” if you would like to permanently delete all marked messages.

Important Note: After clicking “Yes” all messages will be permanently purged and deleted from your voice mail box and you will not be able to recover them!
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If you have any questions please direct them to your local Service Desk. If your questions cannot be answered by your local contact, your local contact can open a ticket with the ITS Service Desk by telephone at 919.754.6000 or 1-800-722-3946 or email at ITS.incidents@its.nc.gov.

Our staff will be happy to answer any of your questions.
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