
HOW TO RECEIVE A FAX
First, make sure you have filled out the google form to have your Conn account enabled for 
receiving desktop faxes. If you need to fill out the form please request the link by emailing 
printshop@conncoll.edu
 

Once you are granted access to receive desktop faxes for your department/office’s fax number, you 
will simply give out your fax number as you always did. Incoming faxes will look like the image be-
low. All incoming faxes for your fax number will go into the email inboxes of those granted access 
to receive inbound faxes for that number. There can be one person who receives all the faxes for 
your office/department and forwards them on to other users  (simlar to having a fax machine in an 
office and handing paper faxes to the recipient) Or you can have multiple people receive faxes for 
your office or department. 
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