C7. Create a FAX Cover Sheet and Demonstrate the Procedures for Using a FAX Machine
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To create a FAX cover sheet using the FAX wizard by entering appropriate text and to demonstrate procedures for sending a FAX using a FAX machine.

Lesson Duration:

45 minutes to one hour

Pre-Instruction:

Instructors need to become familiar with the FAX machine in the building and also need to acquaint themselves with the most likely places learners will use to send a FAX.

Instructors need to practice using the FAX wizard on the computer.

Make copy (paper or transparency) of Handout #1 – “Parts of the FAX” (optional if a FAX machine is available).

Make copy of Handout #2 – “Example of a Completed FAX Cover Sheet” (paper or transparency)

Materials Needed:

Demonstration computer with FAX wizard.

FAX machine. 

Copy of Handout #1 – “Parts of the FAX” (optional if FAX machine is available).

Copy of Handout #2 – “Example of a Completed FAX Cover Sheet”. 

Overhead or LCD projector (optional).

Learning Objective:

Learner will correctly click on File menu, locate FAX wizard, and follow directions to insert text into the template and print the template.  Learner will also demonstrate procedures to send a FAX using a FAX machine.

Presentation/Procedure:

· Write the word “FAX” on the board. 

· Explain that the word FAX is both a noun and a verb and comes from the word “facsimile” which means exact copy or reproduction.

· The word FAX has two meanings – a FAX machine or a printed page or image transmitted or received by a FAX machine.

· Ask learners when a person might need to send a FAX (sending something to someone who doesn’t have a computer, sending something that needs a signature and there is no access to a scanner, or sending a form that needs to be filled out and there is no access to a scanner).

· Ask learners what special equipment is needed to send a FAX.

· Ask learners what information is needed to send a FAX.

· Ask learners if they are familiar with the terms Wizard or template.

· On a demonstration computer:

· Click on the File menu and then click on New on the drop down menu.
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· Click on Letters and Faxes.  Click on FAX Wizard.  Click on OK. 
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· As the FAX Wizard states, this Wizard will help learners to create a cover sheet and FAX a document to someone.  

· Click on Next.
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· Click on With a Cover Sheet

· Click on Next.




· When the Wizard asks which FAX program you want to use to send your fax, click on I want to print my document so I can send it from a separate FAX machine.

· Click on Next.



· Enter the name and FAX number of the person to whom you are sending the FAX.
· Click on Next.



· Indicate the style for the cover sheet.  Explain that they should select Professional.
· Click on Next.



· Indicate who the fax is from:  the name, company, mailing address, phone number, and fax number.
· Click on Next.


· Click on Finish.
· Explain that you can now preview the FAX cover sheet and add any comments that are appropriate.




· Draw learners’ attention to areas requiring additional information.   

· Explain that once you are satisfied with the document, click on File and Print to print out a copy of the cover sheet to send with the document. 

· Show the learners the completed FAX cover sheet either on the computer or on the Handout – “Example of Completed FAX Cover Sheet”.

· Explain that if the computer has a FAX program at this point a document from a file and the cover sheet would be sent from the computer.

· If the computers are not connected to a FAX machine, take the learners to the FAX machine and illustrate the procedure to follow to send the cover sheet and the FAX.  The instruction will include how to position the paper and which buttons to use.

· Explain that the document is placed face down into the FAX machine.

· Dial the FAX number of the FAX machine’s keypad.

· Press the start button when you hear the signal from the number being called.

· To cancel sending the FAX, press the Stop or Cancel button.

Practice:

· With each learner seated at a computer, walk the learners through the entire process of creating a FAX cover sheet.

· After the walk-through, write the name and FAX number of the person to whom the learners are to send a FAX.

· Give learners all the information they need about the person sending the FAX.  

· Have them complete and print a FAX cover sheet.

· Have the learners in pairs orally explain the steps to send a FAX using a FAX machine.

Evaluation:

· Provide all of the information needed for each learner to create a FAX cover sheet using the FAX Wizard. 

· Have each learner create a FAX cover sheet and demonstrate sending the cover sheet on a FAX machine.

Closure:

Review the procedure for creating a FAX cover sheet and demonstrate the procedures for sending a FAX.

Congratulate the learners for completing instruction in Technology Level C.

Explain that the last step for completing Technology Level C is the posttest.

Review competencies in Technology Level C and explain that they will be asked to create documents and follow the same process as in the practice portions of each lesson.

Explain that once they have completed the posttest they will move into Technology Level D classes.

Vocabulary:

(See Glossary for definitions)

FAX machine, FAX wizard, cover sheet

Resources:

Instructor Comments:

· Teachers should remember that FAXES are sent over the phone lines.  The number that is being called is automatically dialed by the FAX machine.  Problems can occur when companies or individuals have a FAX machine and the telephone sharing the same telephone line.

· Lesson C7 is the final competency in Technology Level C.  After evaluating the learners on this competency, they should be scheduled for the Technology Level C posttest.

Instructor Reflections:
After completing a FAX cover sheet in the manner that I suggested, my learners enjoyed experimenting with different FAX styles and substituting different information in the FAX cover sheet.
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