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Access & Credentials 
URL:  https://efax.larkinhospital.com/login 

User: Admin / P@nth3r1 

 

Fax Cover 
If it needed, create a Fax Coversheet for the new users. 

1. Go to : 

LCHFS\\Departments\IT\MultiTech eFax\coversheet templates 

2. Select one of the existing covers (the most appropriate for the one that you are creating) , copy 
it ant rename it after the new Department/User.  

3. Edit with Adobe Acrobat. Once opened , select Edit Document Content   
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4. Change the static information about the Department/User. Change the logo if needed. 

 

 

 

 

 

 

 

 

 

 

 

5. Once saved, go to eFax website (Fax Configuration -> Cover Pages). Click Add button 

 

 

 

 

 

 

 

 

 

 

6. Upload the new cover page 
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Configure eFax Users 
 

1. Go to https://secure.larkinhospital.com 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

2. Once logged, go Admin -> eFax User Options 
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3. Enter the username (AD account) of the new eFax user. If this user will be using a fax cover, 
enter the filename of this cover (previously uploaded into the eFax system) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Click Update.  
 

5. Go to Active Directory Users and Computers tool (larkinhospital.local -> Groups) 
 
 
 
 
 
 
 
 

 

 

 

 

 



 

6 
 

 

6. Add the new user to the eFaxUsers_Main security group. If you are adding multiple users (a new 
Department, for instance), a best practice is to create a new security group , and add it to the 
main security group later.  
 

7. Go to eFax website (Users -> Active Directory Users). Click Sync button. The new user/s should 
appear on the Active Directory Users list after synchronization. 
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Configure Inbound Routing 
Steps: 

1. Configure Cisco Call Manager to redirects incoming faxes for the desired number, to eFax server. 
(end a ticket to NextPointe, so they can configure it) 

2. Configure at eFax the inbound routing and actions 
 

 

 

 

 

 

 

 

 

 

 

a. Add a new Inbound Route 
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b. Once saved, Add a new destination for the inbound route 

 

 

 

 

 

 

 

 

 

 

 

c. Select Email Fax option 
 

 

 

 

 

 

 

 

d. Enter the email address which will receive the incoming faxes (it could be a single email 
account or a distribution group) 
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e. The new destination appear in the Destinations list.  
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Install and configure eFax client 
1. On the user desktop, go to:  

 
\\LCHFS\Departments\Hospital General Files\Programs\Multitech FaxFinder 
 

2. Install the client. 

3. Once installed, opened. Go to Configuration -> General Configuration 

 

 

 

 

 

 

 

 

 

4. Be sure the first two options are checked. 
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5. Go to Fax Servers -> Add 
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6. At Server Address, enter efax.larkinhospital.com 
7. At Username, enter the AD username (tip: Check if the username in AD has any uppercase 

letter, the username has to be identical as it is in AD). 
8. At Password, enter the AD password. Click OK. 

 

 

 

 

 

 

 

 

 

9. If the action succeed, the efax server appears in the Fax Servers list, along with the new user 
connected. 
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Send fax 
1. The easier way to send a fax is through printing the document.  
2. Open the document and select Print. Choose Multi-Tech FaxFinder, that appears as a printer on 

the list. 

 

 

 

 

 

 

 

 

 

3.   The Fax Finder client starts, opening the New Fax windows  
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4. In this windows,  
a. To: Click here to enter the information for the person you will be sending the fax to.  

The information you enter here will appear in the Contact section of the cover page. 
b. Contacts: You can click here to select previous saved contacts to fax the document. 
c. Cover Page should have selected the cover page file associated with this user 
d. Subject: Any text entered here will appear in the Subject section of the cover page 
e. Comments: Any text entered here will appear in the Comments section of the cover 

page 
f. The document to be faxed should appear in the top bottom – right at the Selected 

Attachments panel (If you want to fax multiple documents in a single fax session, you 
can add other documents clicking the Browse button). 

g. Click Send to start faxing the document. 
 

5. You can see the status of this task in the client main window. Hitting Refresh button will show 
you the last result. 

 

 

 

 

 

 

 

 

6. After the fax have been sent, you will receive an email with the results. The fax should be 
attached to the email.   
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Receive fax 

1. If the user was successfully added to the eFax server, he should receive in an email the fax as an 
attached pdf document.  

 


