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Step 1: From the Smart Trac Home 
page, click on My Inbox.

Step 2: Each faxed document contain its own set of options.  Hover 
over the document name to View, Email, Edit Information, Move or 
Delete the document.

View Document : To view your document, hover over the document name and click the View Document.  
Your document will take a few seconds to load in a new window.  When your document loads you can view, print 
or save the document to your computer.
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Email Document : To Email your document, hover over the document name and select the Email	  Document link.  
The Email document page will be displayed.  Enter the Email address and click Send.

Edit Document Information: Hover over the document name and select the Edit Document Information 
link.  This allows you to edit the name of the file and the option to replace the document. Click Save when you 
have finished modifying your work.
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Move Document: You have the ability to move the document to another folder within your Inbox or to your Smart Trac 
File.  To move the document, hover over the document name and click the Move Document link.  Select where you would 
like to move your document and  have the option 

Delete Document: To delete the document, hover over the document name and click the Delete 
Document link.  A window will ask you to confirm to delete the document.  Click Yes and the document will be 
permanently deleted. Please be aware, any deleted documents CANNOT be retrieved.
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