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GMHEC: How to Send a Fax
Note: MIDD emails are not fax addresses, so faxes cannot be received.
Instructions:
1. Sign-in to Middlebury e-mail. The link to MIDD webmail can be found here.
2. If you have printed documents that need to be sent, scan and email them to yourself to be saved on your computer.
3. Compose a new email and attach documents that need to be sent.
4. Text entered in the body of the email will be included on the cover sheet that is automatically generated.
5. In the TO field, use faxnumber@fax.middlebury.edu
a. Fax number can be in any phone format (numbers only):
i. 4-digit extension (Ex: 2321@fax.middlebury.edu)
ii. 7-digit (local number) (Ex: 4432321@fax.middlebury.edu)
iii. 10-digit number (Ex: 8024432321@fax.middlebury.edu)
Note: Unlike making an external phone call from a campus phone, you do not need to enter 9 before the phone number.
6. Send email. A copy of the fax will be sent to your inbox.
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