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RightFax Connector for Microsoft® Exchange® 
 

The RightFax Connector for Microsoft Exchange enables users of Exchange Server to 

conveniently send, receive and manage faxes within Microsoft Outlook and review 

the real-time fax status of a transmission. Users can organize faxed documents in 

Outlook, and companies can optionally archive them via Exchange. 

Sending a fax is as easy as sending an email. Viewing a fax is as easy as viewing an 

email. 

The RightFax functionality for Microsoft Outlook toolbar provides quick access to start 

faxing within email. 

 

Let’s get started and see how you can use RightFax with Microsoft Outlook to quickly 

and easily fax within email! 
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Creating and Sending Faxes 

Create a New Fax 

RightFax Connector for Microsoft Exchange can be used to create new faxes within 

Outlook with a variety of attachments types and destination options. 

 

1. Click the Send a Fax icon. This opens a new message to prepare the fax message. 

2. In the Fax Addressing tab, add the fax recipient’s name and fax number, other 

fields are optional.  

  

Click “To” to 

populate the 

outbound 

message as a fax 
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3. Click To to quickly and easily create a proper address for the outbound fax to be 

sent via RightFax. 

 
4. You can add more recipients to the Fax Addressing tab if necessary. 

 

Add a Cover Sheet 

Cover sheets are optional for every fax sent from RightFax. The cover sheet can 

contain additional notes intended for the recipient. 

1. In the Cover Sheet tab, select Use Cover Sheet.   

2. You can optionally include the sender’s information in the From section. 

 



 

OpenText RightFax and Outlook  | 5 
 

 

3. Add any additional notes to the Subject and Body of the message. 

 

4. Attach any documents you wish to fax, just as you would to an email. 

 

5. Click Send to send the message as a fax via RightFax. 
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RightFax Real-Time Fax Status within Outlook 

RightFax provides a direct link within Outlook to view your inbound and outbound fax 

listing for RightFax.   

Get a quick view of the real time fax status by clicking the Fax Status 

icon on the Outlook toolbar. 

 

 


