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YOUR FAX NUMBER 

You have been assigned a fax number for the Silvercreek fax system.   

This is your personal number for receiving faxes on our system.  When someone sends you a fax, it will 

be forwarded to your email that you provided as well as to your free personal web fax portal. 

When you receive a fax, it will come from Fax@silvercreekrealty.net.  Be sure to unblock it so your email 

service doesn’t block it as spam.   We DO NOT KEEP A COPY of your files so be sure to add 

Fax@silvercreekrealty.net to your list of contacts in your email service.   

All documents attached to the fax will be a .pdf type file, so you can open them with Adobe Reader. 

To download the latest version of Adobe Reader, click on http://get.adobe.com/reader/.  

FAXING FROM THE OFFICE 

If you are sending a fax from the office, you must use the Canon Printers.   
Login with your Six Digit code 
Select “Scan & Send”, then “New Destination”, then “E-Mail”. 

    
 
Now put the fax number in as needed.  1 (Area Code) number.  You don’t need any spaces or brackets.  
Just put the number in i.e. 12083190099.   

 
 

mailto:Fax@silvercreekrealty.net
mailto:Fax@silvercreekrealty.net
http://get.adobe.com/reader/
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Note that the fax is local to Meridian, ID.  If you are using the device in other offices, you may need the 
area code. 
 
Place the document to be faxed on the machine face up with the document’s top of page in first. 
 
A confirmation page will print after the fax is complete.  Please note that this is only a confirmation of 
the fax being sent to the Server… not your end recipient.    
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DIRECTIONS FOR LOGGING INTO THE REMOTE FAX SYSTEM 
 

 
Here is the link you need in order to connect to our new Desktop Fax system. 

http://SilvercreekFax.net 
This should be used when you are in of the office, at home, or anywhere you have internet access. 
 
Open internet explorer (or your favorite web browser) and copy then paste this link into the address bar. 

 

When the login screen comes up, please enter your name and password.  
 

Your name is your first letter of your first name and last name i.e.: GPafundi 
 

The password is the last SIX (6) digits of your SSN. 

 
Once you are in the fax system, you can click on Personal Settings in the upper right corner and input 

your Information for your cover page. 
 

You may also go to Phone Book and then select Import to upload your contacts. It uses "Comma 
Separated Values" (CSV) so you will need to have your address file in that format.  If you use Outlook, 
simply export your contacts as a CSV file to your computer, then import it into your phone book on the 
web fax terminal. 

  

To send a fax, select Compose Fax 
 

Then fill the fields in for Name, Company, Fax 

Number, etc.  You can also populate the fields 
from your address phonebook.  For Long Distance, 

type a 1 + Area code before the number. 
 

If you are sending the fax to someone local 

or within the Silvercreek Realty Group, 
please just use the Last seven digits of  

their fax number. 
 

You can then fill in the subject and memo just  
like you would with a normal fax.   

 

To attach a document, go to browse in the lower 
right corner of the page.  Your Computer File 

Structure will appear.  Select the document 
you want to send.  Remember to convert the 
document to a .pdf format before attaching to  
the fax.  (See attached PDFill Information) 
 
If you have any questions or concerns, please email me back or call me at: 
208 377-0422 Ext 3033 - George 
208 377-0422 Ext 3052 – Rayce 
 
Thanks, 
George 

http://silvercreekfax.net/
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PDF CONVERSION SOFTWARE 

Before you can send an attached document as a fax, it must be converted to a .pdf.  Your computer 

must have a .pdf document conversion utility installed to accomplish this task.  If you already have a 

utility, please use it.  If not, see below. 

Below is the link to a good conversion utility called PDFill 

http://download.cnet.com/PDFill-PDF-and-Image-Writer-Free/3001-18497_4-

10432936.html?idl=n&spi=0c8593ec7178a183be14fd4568a190fa 

This tool is also useful for breaking up large .pdf documents into smaller ones with fewer pages. 

http://download.cnet.com/PDFill-PDF-and-Image-Writer-Free/3001-18497_4-10432936.html?idl=n&spi=0c8593ec7178a183be14fd4568a190fa
http://download.cnet.com/PDFill-PDF-and-Image-Writer-Free/3001-18497_4-10432936.html?idl=n&spi=0c8593ec7178a183be14fd4568a190fa

