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INTRODUCTION

ABOUT RIGHTFAX 8.5

RightFax is a comprehensive network fax solution for creating, sending,
receiving, and managing faxes directly from a user’s desktop computer. RightFax
features and intuitive design make faxing as easy as printing to a network printer.
A user can enhance the fax by adding a cover page and attaching documents.

FaxUtil™ is the RightFax mailbox where users create, view, print, and manage
faxes. With FaxUltil, users can forward, route, and delete faxes. They can view

other users’ fax mailboxes and delegate views into their personal fax mailboxes.

The RightFax fax server manages network print queues assigned to faxing,
converts outgoing faxes, schedules outgoing faxes, and routes incoming faxes.
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DESKTOP RIGHTFAX CLIENT
FAX OPTIONS

RIGHTFAX SYSTRAY FOR DESKTOP

The Right Fax Systray allows you to fax any of your computer documents to any fax
machine from your desktop computer.

Starting up

When you first logon to your computer, there should be a fax icon in the bottom right
hand corner of your screen.
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First Time Logging into the RightFax Systray

1. Right click on the RightFax icon on the bottom right hand corner of your computer
screen.

2. Chose “Configuration...” from the menu that comes up.
About...

Configuration...

ODEBC Configuration. ..
LDAP Configuration...
Exit

Quick Far/Broadcast...

1. Change the User ID to your Configure Fax Prunters x
: : b b
bul!dlng s/department s fax Create Fax Drver>> |
login, all in caps. Then
click on OK Frinter I Type | Dezcription
G \WSPS_TREE MediaCli_HP_LJ900... % ‘windows
@\\SPS_THEE\MediaEtr_LEH_E?‘I 0. " Windows
NOTE: G \WSPS_TREE MediaChi_Lex_TR1E.. W ‘windows
“Fax Server Name” should (# \\SPS_TREEVOffice_Lex MAIOM. . W ‘windows
) . - O .
already be set to = RightFax Fax Printer RightFax PCL Fax Printer
“spsfax.spsd.net”.
1| | i3
“Protocol” should be set to
“TCP/IP” Fax Server Mame: |spsfax spsd.net
Protocol: ITI:P,JIF' j [ Launch on startup
“Use Network Login ID?” it
should NOT be checked User ID: [USER ID GOES HERE
0k I Cancel

Click OK on the “Unable | ]

to add port...” message

| IInable to add part “hepsfar. sped net\HPFAX to the Local Port B anitor [error 877,
that comes up

Open NotePad, then go to File > Print, select il 21|
the RightFax Fax Printer, and click OK.

UserID: [EITFAX
On the box that comes up, enter your bt

password for your fax login, Check the

”Remember password” box, and click OK.
Click cancel on the fax Information box that Server, [spsfan spednet
comes up next.

™ Remember passwaord

Pratacal: ITEPJI &

Close out of NotePad.
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Incoming Faxes

Incoming faxes are forwarded into to your email accounts. You can open the fax as you
would open any email sent to you.

1. Log into Group Wise

2. Check incoming messages

The RightFax client applications let you easily create and fax documents directly from
your computer. You can create and send complex documents directly from a word
processing or other business application, select and fax existing document files with the

click of a button.

Outgoing Faxes
Create the document that needs to be faxed on your desktop

1. Complete your faxed document in your chosen application
(Word, Excel, Access, etc.)
2. Save your document under any name that you choose
3.
O T sz

an B -  QBEOENS R Y v~ -0
WS frmw s BN ENEE S EEEO- S A
— ) 3 | o

Select Print from
your file drop
down menu

=y E
] | P A et oot FNESAEER om
Print 2] %]
~Printer
Mame: S8 \\SPS_TREE\MediaCtr_Lex_T616.Media Center Lab. St + Propetties |
EF Eobups 32 \\SPS_TREE\MediaCtr_HP_L 19000, Media Center Cffices
Tvoe: G \SPS_TREE\MediaCtr_Lex_C710.Media Center Lab.SE
s 551\5PS_TREEYMediaCtr_Lex_T616.Media Center Lab.St: | :
Yihers 3 \|5PS_TREEYOFfice_Lex M410.Main Office, Staff Devel  [Print to file
S . RightFax Fax Printer
|—Page range |

Fax Printer as your selected printer.

In your printer menu choose the RightFax

4. Fax Information Dialog Box option will appear. Complete the cover
sheet by typing in the information using your tab key to go from field

to field.
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USING THE FAX INFORMATION DIALOG BOX

Whatever method you use to create a new fax, you must provide the RightFax
server with fax addressing information (such as the destination fax number).
When you print a document to the fax printer, it opens the Fax Information
dialog box. This dialog box prompts you for fax addressing information and also
lets you attach files, library documents, and your own notes.

The Fax Information dialog box also provides several options that let you
control when and how the document is sent.

Boxes that appear in bold are required. If you send a fax before completing all the
required boxes, the fax will remain in your FaxUtil mailbox with the status “Info
Not Complete” until the required boxes are completed. In most cases, To Name
and Fax Number are the only required boxes.

When you have completed all the required boxes and other optional information,
click Send to send the fax.
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| &= Fax Information - EITFAX [#6755] on Server spsfax.spsd.n

Main | Cover Sheet Nu:utesl .-’-'-.ttau:hmentsl bare Elptinnsl
—To — Dptiohz
= £
Mame: | Phoneboak... | e e
[¥ | lUz2 cover sheet
Fax Humber: ﬂ | Add Entry... I I iHobhior pesiow
[T Use smart resume
Yoice Mumber: I ™| Ereate FDE mage _|
o I [ Use cheap rates
[T Delay zend
City#State: I :
| 85331 aM =
Al Fax Mumber: I =
l 242542003 LI
% St
= Feceived
Fages: I
Send I Cancel
The Main tab

The To group box needs you to enter the name, phone number, and other addressing
information for the intended fax recipient as you want it to appear on the fax

cover sheet. Boxes in bold (such as Fax Number) must be completed before the fax
can be sent. You must always complete the Fax Number box in the To group box
because RightFax uses this when connecting to the destination fax machine.

Note: Hyphens, parentheses, and spaces are acceptable when entering a destination fax number. You can
also type the number without any spaces or separator characters at all.

You can choose to enter an e-mail address for your intended recipient instead of a
fax number. To enter an e-mail address, click the down-arrow button next to the
Fax Number box and select E-Mail Address from the pop-up menu. Sending to an
email address allows several additional options including sending via certified
delivery, sending images in portable document format (PDF), and sending file
attachments of any type, including file types that cannot be rendered as images
(such as WAV files).

To select a fax destination from your RightFax phonebook, click Phonebook. The
Phonebook dialog box opens, listing the individual and group entries in your
RightFax phonebooks. Double-click a phonebook entry to add it to the Current
Recipients list. You can add as many fax recipients to this list as you want. To add
the fax addressing information entered in the To group box as a new entry in your
RightFax phonebook, click Add Entry.
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Fine mode. Using this resolution takes longer to generate and send the fax but produces a
clearer fax image.

Use cover sheet. Adds a cover sheet to the beginning of the fax. RightFax uses the cover
sheet file specified as your user or group default.

Hold for preview. Examine the final version of the outgoing fax before you send it. The
fax will be held in your FaxUtil mailbox with the status “Held for Preview”

and can be viewed from there. To send the fax after you have previewed it, click

the fax in FaxUtil and select Release from the Fax menu.

Use smart resume. Allows the fax server to intelligently resend only the portion of a fax
which failed to send. For example, if the connection is broken after 40 pages

of a 50 page fax, normally all 50 pages have to be resent. By enabling Smart-Resume, the
server will only resend the last 10 pages.

Create PDF image. When sending your document to an e-mail address, check this
option to send a PDF file, this will allow the document to remain unaltered when the
person receiving the file opens it.

Use cheap rates. Tells RightFax to delay sending the fax until a specified time
(typically in the late evening when long distance rates are lower). The Cheap Rates
time can be specified by selecting Options in the FaxUtil Tools menu, and then
clicking the Other Options tab.

Delay send. Tells RightFax to postpone the transmission of your fax to a later day
or time. This lets you take advantage of off-peak phone rates or ensure that the fax
recipient is available at the other end. If you select this check box, you must also

specify a date and time to queue the fax for transmission. If you specify a time and
date that has already passed, the fax will be scheduled to send as soon as possible.

Note: The fax is queued at the time you specify, but will not actually be sent until it reaches the
top of the queue. This can cause a delay between the time you specify in this field and the time
that the fax is actually sent.
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The Cover Sheet Notes Tab

Click this tab to add notes or comments to the cover sheet.
Figure 1.2 The Fax Infermation Dialog Box Cover Sheet Notes Tab

o
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Notes to be Placed on the Cover Sheet. Type the notes that you want to appear on your
fax cover sheet. You can enter up to 21 lines.

Text Limit. This displays the current number of lines in your note and the number
of lines remaining. Although it is possible to enter more than 21 lines of text, only
21 can be displayed on the cover sheet. If you exceed 21 lines, the computer will
beep and an error message will appear in this box.

Comments for your Records. This is a comment for your own use only. This text is not

sent to the fax recipient. Text you enter in this field will be displayed in your
FaxUtil mailbox under the Comments column.
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The Attachments Tab

Fgure 21.3 The Fax |nformatien Dialeg Box Mtachments Tab
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Available Attachments. When sending a document to a fax address, you can attach
electronic documents. Electronic document files that you have saved on your local
machine or on a server (such as Microsoft Word DOC files) called native documents.
You can attach any of the document file types supported by RightFax’s

native document conversion engine (described in Appendix A, ’File Formats that
Convert to Fax Format”), and you can attach as many files to a fax as you want.

This box lists all of the documents stored on your fax server. Double-click
a file to move it to the Selected Attachments list.

To attach a document file, click the file folder button to search for and select a
document file. When you double-click the file name, it will appear in the Selected
Attachments list.

Selected Attachments. This box lists the document files you have attached to the fax.
Each of your attachments will be added to the fax in the order it is listed here. To move
an attachment up or down, select the attachment and click the arrows. To remove an
attachment, select it and click the Delete button [X]. To preview an attachment, double-
click it.
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The More Options Tab

Figure 214 The Fox |nfor matien Maleg Box More Optiens Tab
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Recipient Fax ID. Leave this field blank

Use Form. Leave this field blank

Cover Sheet File. If the fax administrator has granted you permission to change
your fax cover sheets, you can select the cover sheet model to use here.

Priority. Specify the priority that is assigned to the fax. Select low, normal, or high
priority from the list. High Priority usage is based on District Policy.

Automatic Deletion. Specify when sent faxes should be automatically deleted from

your FaxUtil mailbox.

From. Enter your name, fax number, phone number, and other contact
information. These boxes are only used for display on the fax cover sheet.

RightFax 8.5 User Guide
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RIGHT FAX 8.5 FAXUTIL

RUNNING FAX UTILITY

FaxUtil™ is the RightFax mailbox where users create, view, print, and manage
faxes. With FaxUltil, users can forward, route, and delete faxes. They can view
other users’ fax mailboxes and delegate views into their personal fax mailboxes.

Getting Started

To open FaxUtil, on your Start Menu select Programs > FaxUtil

File Fax List Toolz Help

2. In the box that comes up, enter
"spsfax.spsd.net" for the Server Name and make
sure the Protocol is set to TCP/IP.

Open Server |
@ M arme: Ispsfax.spsd.net >
Protocal: I TCPAP j

ok I Cancel |

3. Click OK for the "Access is 4. Enter your fax User ID (all caps) and Password
denied" message. on the next box that comes up, check the
"Remember password" checkbox, and click OK.

Q Aocess ig denied.
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RightF ax Login

Uzer D ||

Paszword: I

—» [ Femember password

Server Ispsfa:-:.spsd.net

Frotocal; IT CF/IP

k. I Cancel

-

Understanding your RightFax FaxUtil Options

Forward to user fax Forward to fax or email

Route to user

OCR document .
. Document History .
Print document Combine

il % RightFax FaxUtil Phonebook
i File Fax List Tools| Held

Newdocument%g‘ @\@\5.,4,;@9&@9@3“5”\@\@

—  _ Refresh

Delete document

View document

Main - All Faxes

B epzfan. zped
B B zpsfax.spad ! "
; i g = 352003 11:14 Ak smoslepEizpad. net Cover+2 & In Conversion
Folder tree * 3/4/2003 7:44 AM 5PsD 3P @ 0K
* 2427720031242 . 19897769728 2 pos @ 0K
* 2427/200311:45 . 989799 3814 1 pos @ 0K
g Q =) 242772003 338 AWM smoslewEispad net Cowver+2 @ E-mail sent to smosley. ..
Sent dOCument 1 = 225/200311:21 .. martineau@spsd.... Cover+2 @ E-mail sent to rmartinea...
* = 2/25/200311:19 .. dlane@spsd.net Cover+2 @ E-mail zent to clane@s...
. 1 = 2A25/2003 1117 .. martineau@spsd.... Cover+1 @ E-mail zent to rmartinea...
Viewed document » 2 2/25/2003 10:58 ... Jarie Rodsa 2935415 Cover+2 @ OK
X * =) 2/25/2003 1053 . jfrodeal@sped.net Cover @ E-mail zent to jrodeals...
Received document 2 20172003 8:53 AM 9897593685 1 pgs @ 0Ok
8 G 2/14/2003 1257 .. 2 pgs @ 0K
* 3 ? 241272003 11:25 ... 19897769728 2 pos @ Queued for OCH
Document was printed
Sent to e-mail
4] I KN |
| 14 faxes listed
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Creating and Sending Documents
1. Click the New Document button. This opens the Fax Information dialog box.
2. In the Fax Information dialog box, add one or more fax or e-mail recipients.
Specify your cover sheet notes and options, file and library document

attachments, and other sending preferences.

3. Click Send to send the document.

To Send Your Document to a Fax Address
1. In the Fax Information dialog box, click the Main tab.

2. Enter the recipient’s name, fax number, and other contact information.
Entries marked in bold are required.

To Send Your Document to an E-mail Address
1. In the Fax Information dialog box, click the Main tab.
2. Click the arrow next to Fax Number and select E-mail Address on the
shortcut menu. Enter the recipient’s name, e-mail address, and other contact
information. Entries marked in bold are required.

To Include a Cover Sheet with Your Document

1. In the Fax Information dialog box, click the Main tab and select the Use
cover sheet option.

2. Click the Cover Sheet Notes tab.

3. In the Notes box, type any notes that you want added to the cover sheet. You
can enter up to 21 lines of text.

4. Click the More Options tab.
5. In the Cover Sheet File box, select a cover sheet from the list. The cover sheet
can only be changed if you have been granted permission by the RightFax

administrator.

6. In the From boxes, enter the contact information that you want on the cover
sheet.
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To Attach Files to Your Document

1. In the Fax Information dialog box, click the Attachments tab.

2. Click the Browse button E] to search for the files to attach. Attach as many
files as you want. Each selected file is displayed in the Selected Attachments list.
File attachments will be added to the end of the document in the order they appear
in the Selected Attachments list. When sending to an e-mail address, you can
check the Native option in the Selected Attachments list to send an attached file
in its native file format, rather than being converted to fax format.

To Create an Individual Phonebook Entry
1. Click the Open Phonebook button in the FaxUltil toolbar.
2. Click New Entry.
3. Enter a name for the phonebook entry in the ID box.
4. To create an entry for a fax address, enter the fax number in the Fax Number 1
box, and then complete the remaining address boxes. To create an entry for an e-
mail address, click the arrow next to Fax Number 1 and select E-mail Address
on the shortcut menu. Enter the e-mail address, and then complete the remaining
addressing boxes.
5. Check any options you want and click OK. The new entry will immediately

appear in your phonebook preceded by an Individual Fax Address icon or an
Individual E-mail Address icon .

To Create a Group Phonebook Entry

1. Click the Open Phonebook button in the FaxUtil toolbar.

2. Click New Group.

3. Enter a name for the group phonebook entry in the ID box.

4. In the list of existing phonebook entries, select each entry you want to add to the new

group, and click the Add to Group button to move the entry to the Group Members list.
You can add both individual phonebook entries and group phonebook entries to the new

group.

5. Check any options you want and click OK. The new entry will immediately appear in
your phonebook preceded by a Group icon .
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Forwarding and Routing Documents

When you forward a document from your FaxUtil mailbox, a copy of the document is
sent to the recipient and the original document remains in your mailbox. When you route
a document, the original document is sent to the recipient and is removed from your
mailbox.

To Forward a Document to a Fax Number or E-mail Address

o

1. Select the document to forward and click the Forward to New Number button in
the toolbar.

2. Complete the addressing boxes in the Fax Information dialog box and click OK to
send.

To Forward a Document to Another FaxUtil User on Your Network

1. Select the document to forward and click the Forward to User button ] in the
FaxUtil toolbar. This opens a list of FaxUtil users.

2. Double-click each user that should receive the document and click OK to send.

Viewing Documents

To open the RightFax document viewer, double-click any sent or received document in
your document list.

View previous/next pags Rotate page left/right

View previous/next
document in mailbox

Delete document B Rk FAM Yiener
Print document m——_tafapes View |Foom  Tool: r
Smecungn—— I SR +¥[[aacEa dalehkn iy omoea

Pan document Image

Draw selection box

Imyze | oA | Hisre | PRE | L Addtext
View d t i o ;l
BT Hacsimile Transmission f— Drawing options
View OCR text
From: Jame-Bee Add annotation
View document. Fax £55-1212
history Phone 55540709
View FDF To: John Smith
Cormpary: Acme, Inc
Incrermental zoo Fax 555051
Phons: £55-0000
Auto-zoom option i i
Fax Notes:
Jonn,
Plesse review the attached materials and contacl me with your bed &5 soon as
possibe Thanks!
L -
Coversheat P
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Transmission Success and Failure

A successful fax transmission is not defined by how the information was actually
received at its destination. Instead, RightFax considers a transmission successful
if RightFax successfully made the connection, transmitted the information across
the line, and received information from the target fax machine that indicated fax

information was received.

If for some reason a transmission attempt is unsuccessful, RightFax will display
the code “ER” (error-retry) and a brief error message in the Status column in you
FaxUtil mailbox. After a certain number of attempts (five by default),

RightFax will stop trying, consider the transmission failed, and display the code
“ED” (error-dropped) in the status column of FaxUtil. A message appears stating
that the transmission failed.

%, RightFax FaxUtil

File Fax List Toolz Help

DO Bosuabadbd: @9

Main - All Faxes spsfax,spsd.net; IT & MEDIA CENTER [6755]

EB spefar.sped | 3 | °~| EI El Bl IEII v Date/Time |T0a"Froma’FiIe |FaH Murnbet/E ... IPages!Byt... Status
| ain S T 27257213 5.3 M E756 Covers 777 @ Waling for Pho.
i i Trash
L Al
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APPENDIX A

File Formats that Convert to Fax Format

The following table lists the software applications and document file formats
that can be converted to faxes by the built-in conversion engine on the
RightFax server. Only these file types can be converted from their native
format by sending as file attachments to a fax message or by using the Send To

function in Windows.

Table DA D ocumant Fila Faimals
Application or file formal Supportfed versions
Aocoess Yermsions through 2.0

AbA)SAM] Professional

Yemsions through 3.1

AMS bext

All versions

ASCH text

All versions

Binary group 3 fax

All versions

BMAP [including RLE, 1CO, CUR & O572 DIE)

Windows

COR [if TIFF image s embedded in i)

Corel Draw versions 2.0
through 2.0

dBASE

Yersions through 5.0

CCX [multi-page PCX])

Microsoft Fox

DRW [Micrografx Designer)

Yersion 3.1

EPS [if TIFF image = embedded in i)

Encopsulated PostScript

Yersion 1.0, 2.0, 96, 97, and

Wi
Frecance for Windows il andins

GIF Compuberve

HT &AL Wersions through 3.0

continued on next page
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Table DA Document Filo Farmats {confine ed)

Application or Rle format
IPEG

Supported versions

All versions

Lotus 1-2-3 [DMO5 & Windows)

Versions through 5.0

Lotus 1-2-3 [Windows)

Yersions through 97

Lotus 1-2-2 Charts [DO5 & Windows|

Versions through 5.0

AL

& o Pa it

Microsoft Exeel [Macintosh]

Yersions 3.0 Hhrough 4.0, 98

Microsoft Exeel [Windows)

Yersioms 2.2 Hhreugh 2000

Microzoft Excel Charts

Yersions 2.x through 7.0

Microsoft Power Point [Macintosh]

Yersion 4.0, 98

Microzoft PowerPaint ['Windows|

Yersions through 2000

Microsoft Windows Wodks

Yersions through 4.0

Microzoft Works [[MOS]

Yersions through 2.0

Microzoft Write

Versions through 2.0

Microsoft Word [DOG]

Yersioms through 6.0

Microsoft Weord [Mocintosh]

Yersioms 4.0 through #8

Microzoft Weord for Windows

Yersions through 2000

Microzoft Word Pad

All versions

Microsoft Works [Macintozh)

Yersions through 2.0

Paradox [Windows)

Yersions through 1.0

PCX bitmap PC Paintbrush
PICTT & PICT2 [Raster) Maocintosh Standard
CruattraPro for Windows Yersions through 9.0

Microsoft Rich Text Formalt [RTF

All versions

TIFF

Yersioms through 6.0

TIFF CCMT Group 3 & 4

Fax Systems

Unicode Text

All wersions

WikAF

Windows Melafile

Word Peifedt [DOE]

Yersioms through 6.1

WordPerfedt [Macintosh)

Yersions 1.02 threugh 3.0

WaordPerfed for Windows

Yersions through 2.0

WordPerfedt Graphics [WPG and WPG2)

Versions through 2.0
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