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Purchasing your Fax Number 
 
• Click the ‘Online Store’ link located on the main menu or click the link located in the ‘Fax Set-

tings’ section of your ‘My Preferences’. 

You have the option to choose between a 
‘Local’ or ‘Toll Free’ fax number. You can 
have either a ‘Local’ or ‘Toll Free’ fax number 
but not both. 
 
Click the ‘Add to Cart’ button, then follow the 
directions to finish the purchase. 
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Sample Receipt 
 
• A sample of the receipt you will receive after purchase. 
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Selecting your Fax Number 
 
• Once your fax number purchase has been processed through the online store, return to the 

‘Fax Settings’ section of your ‘My Preferences. 
• Click the ‘Click Here’ link to select and activate your fax number. 
• Follow the activation instructions provide on the page to complete the process. 
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Using your Fax Number 
 
• Once activated, your fax number will appear on all new and existing cover sheets. 
 
Note: Fax numbers are valid for 1 year from date of purchase. 

Note: Faxes sent to your dedicated fax  
number without a fax-back cover sheet will be 
forwarded to the email address on your ac-
count and stored in your DocBox inbox.  
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