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Spooled files (such as purchase orders) can be sent to any fax machine through the iSeries 

(Administrative Computing) system using FAX400.  To access this feature, tap the F19 key 

(SHIFT + F7) from any Office of Information Technology (OIT) menu screen.  You will be taken 

to the Marywood University iSeries Spooled File Fax screen: 

 

 
 

Cover Page Header Information 
 

The first time you send a fax through FAX400 you will be prompted to set the header for your cover page in the 

Cover Page Header Information window (even before the iSeries Spooled File Fax page appears).  Also, any 

time you need to view, edit, or change the header information on the cover page, simply tap the F6 key to 

redisplay the Cover Page Header Information window. 

 

1. Type your Dept/Name, Your Fax #, and Your Phone #. 

2. Press the Enter key twice. 
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Cover Sheet Information 
 

1. If you are faxing a purchase order, look for the File Name P8001R.  Although most reports will have their 

File Name listed as QRINT or QSYSPRT, some forms will have other file names listed. 

 

2. If you are not sure which spooled file you want to fax, type a 5 on the line and tap the Enter key.  This will 

allow you to view the contents of the spooled file and make it easier to identify the correct one. 

 

3. Find the spooled file you want to fax, type a 1 on the line in front of it, then press the Enter key. 

 

4. The Fax Cover Sheet Information window displays. 

 

 
 

5. Type the Fax # of the recipient (do NOT type a 9 for an outside line).  If the fax number is long distance you 

must type the number 1 as well as the area code.  Do NOT type any punctuation at all. 

 

6. Fill in the rest of the information in the window (Attention, Organization, From and Comments). 

 

7. If you want to save a copy of the spool file you are faxing, change the setting for Save File from N to Y.  If 

you do not change this setting to Y, the spooled file will be deleted after it has been faxed. 

 

 

Sending the Fax 
 

1. Tap the Enter key.  You will get a confirmation screen. 

 

2. Verify your fax information and, if correct, tap Enter again to send. 

 

3. The spooled file goes into a batch queue and will be faxed on the next available FAX400 line. 
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4. When the fax has been sent, you will receive two messages in your message queue. 

 

 
 

5. If you saved the spooled file (by setting Save File to Y), it will remain in your Work with All Spooled Files 

display.  The Device or Queue column will now read QFFSNDSAV.  The status (STS) will also read RDY, 

not HLD or SAV. 


