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Introduction

FaxCore is the next generation of network fax software; it is a high-performance engine
designed to track, document, manage and deliver fax traffic over enterprise networks of
any size. The only major fax solution built native for Microsoft's .NET platform, FaxCore
lets your organization leverage the full potential of fax archiving vital data, speeding
communication and fax-enabling your applications. FaxCore is technology that adapts to
how you use fax every day. Not the other way around.

The information provided in this guide instructs users how to send messages using
FaxCore 2007. It also provides additional information on more advanced product
features.

The terms fax, message, and transmission are interchangeable and all are used
throughout this document.

Contacting FaxCore

At FaxCore, we strive to provide you with the highest quality product support. Send your
questions to support@faxcore.com. Please send your feedback and comments regarding
this documentation to documentation@faxcore.com.
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Getting Started

This section offers quick step-by-step instructions on sending a message to a single recipient.
This assumes that this user account has been configured by the administrator and has the
permission for sending.

1. Launch Internet Explorer (IE 6.x or higher) and enter the FaxCore website URL
(address) in the Address Bar.
Mozilla’s Firefox web browser is also supported.

Note: FaxCore URL (Address)
Obtain the FaxCore address from your system administrator.

Login to FaxCore Web Client

Login: |5c35ianu |

Password: |-uuuu |

[Log me in automatically

Copyright © 2007 FaxCore, Inc. All rights reserved.

To protect your account from unauthorized access, FaxCore Web Client automatically doses its connection
to your account after a period of inactivity. If your session ends, refresh your browser, and then log on
again.

Figure 1 - FaxCore Login Screen

2. Enter your Login and Password; click ..
Upon successful login, the primary window appears.

. =M .
3. Click = Messaoss if not already selected.
W=]inbox| ElNew Actions... Move A &4 Print #_¥Refresh ugl Help
{3 Outbox
-l Sent In bOX Number of items to display: 15 =
----- [AFailed
_____ [ cancelled O Date Message # Tracking # Subj... Recipient(s) Status
----- [ Hold
[ Trash There are no messages currently in this folder
----- [ Unrouted

----- @ Personal Folder
7] Messages
55 Address Book
1 pocuments
Q Settings
3 search Change page: < 1 > | Displaying page 1of 1, items 1 to 0 of 0.

Figure 2 - FaxCore Main Screen
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Understanding FaxCore’s User Interface

FaxCore is a 100% browser-based web application. It possesses a standard look and feel; it is
easy to use especially if you have grown accustomed to products like Microsoft Outlook.

Following is an introduction to FaxCore’s user interface. You will find that the interface is
consistent throughout the application. The same components are used on each web page. The
website consists of five primary sections; all are accessible from the Navigation Pane on the

initial page.
..... = @When Messages
(3 outbox is selected, its
i folder structure
1= Sent .
displays.
----- [_J Failed
----- [ Cancelled
----- [ Hald
----- & Trash
..... [d Unrouted
@ ----- 4t Personal Folder
L] Messages

%-| pAddress Book
1 pocuments
3_.] Settings

L3l search

Figure 3 - Navigation Pane

The five primary sections are as follows:

Messages
Access this section to manage all incoming and outgoing

faxes. When faxes are received, they show in the Inbox.
Other folders in this section are the Outhox, Sent,
Failed, Cancelled, Hold, Trash, and Personal Folders.

Address Book
The Address Book encourages organization of personal
information of those who will receive faxes from you.

Documents
Manage and organize documents.

Settings
Define your personal profile, change your password, and

store company, regional, and notification settings.

Search
Search for a particular fax that resides in your fax
library. Search using one or more message properties.

To navigate to one of the five primary sections, merely click the section’s name in the

Navigation Pane.

In the example above, Messages has been selected. When a particular section is selected, its
name shows in another color and its folder structure is accessible. In addition, the
information to the right changes to reflect the selection. In this case all the folders in which
messages may reside are listed above the Navigation Pane and the contents of the Inbox
show to the right of the Navigation Pane.

Click each of the sections in the Navigation Pane to see what appears above and to the right

of the Navigation Pane.

FAXCORE.
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Settings: Your User Profile

User profiles and configuration options may be modified. This section explains how users
may modify settings in their profiles.

Click  H settings in the Navigation Pane to configure your User Profile.
FaxCore allows us to define the following when

- establishing our profile.
.................................... Click each link, one at a time and make the

@  PersonalInfo applicable entries.

®  Manage Password Personal Info (and Addresses)

[Z General settings This section contains your user name and contact
........................................ information.

Manage Password
L] Messages Change your password regularly from this location.

General Settings

%= aAddress Book .
Enter your physical address. If you are an employee,

3 pocuments enter your company’s name and address. Include
your language and time zone. Define you default
@ iz| settings notification settings and if a cover page should be

attached along with your fax transmission.

L3l search

Figure 4 - Settings - User Profile Configuration

Refer to the following for additional details.

Personal Information and Addresses

This information is about you, the registered FaxCore User. The information entered becomes
the default information required when sending a transmission to a recipient.

1. Click to access the Personal Information screen.

Note: User Name (User Account Name)

No changes may be made to the User Name field.

2. Press [Tab] to move from one field to the next.
Enter and/or change all applicable information.

3. Click | =l 3ave to update your profile.

Refer to the following example.
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The following shows the current information contained in each field.

&b Personal Information

User Mame SCASIANO

Display Mame Susan Casiano

First Mame SUSan

Middle Mame

Last Name Casiano

Prefer Address Type EMAIL hé

a’Ef Addresses

Address Type EMAIL s
Address Address
Format pdf S

[indude address in receive notification
[incude address in send notification

Figure 5 - Personal Information

Next, notice the changes that this particular user has made to her personal information.

~a ; The user has changed her Display Name and added a Middle
€0 Personal Information Name and Address. In addition the send and receive
notification have enabled.

User Mame SCASTAMO

Display Mame busan B, Casiano |
First Mame Susan

Middle Name Eeth |
Last Mame Casiano

Prefer Address Type EMAIL T

[a]
o Addresses| You will be notified at this address when transmissions are sent or received.

Preferable notification delivery address depending

Address Type EMALL on administrator‘s configuration. y
Address Isusancasiam@msn.cu:um @ I
Format pdf T

incude address in receive notificaton] NOR
indude address in send notification NOS
Figure 6 - Personal Information and Addresses with Changes
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Address Types other than EMAIL exist. The previous screen shows that when EMAIL type
is selected, the Address field below it is prepared to accept an email address. However, if
another Address Type is selected, the field prepares accordingly.

The following changes may or may not be necessary.

1. Click ™ to see the various Address Types.
2. Select the required Address Type.
EMAIL -

Although being notified
EMAIL via EMAIL when a fax

FAx transmission is sent or
FAX.RAW received is set as the
FILE default, you may prefer
FTP an alert be sent to your
HTTP m mobile phone or land
MOBILE line. Would you prefer
PHONE an alert to be sent to
PRINTER your printer?

Figure 7 - Address Types for Notification

If the Address Type is changed to MOBILE or PHONE, the field below it changes to
accommodate the entry. Refer to the following example.

:;‘gf Addresses

Address Type MOBILE hd

MNumber +International{ Area Code ) Local Mumber

Figure 8 - Notification via MOBILE

The most common methods of notification are by Email, File, and Printer. When being
notified via Email the Addresses section appears as follows. Notice the NOR (notification of
receipt) and NOS (notification of send) at the base of the section. Notifications will be sent
via Email.

:éf Addresses

Address Type EMAIL T
Address Address
Format pdf )

[[indude address in receive notification

[indude address in send notification

@ Add || Cancel

Edit Remo.. NOR NOS PrimaryType Address

# 0] Email susancasiano@msn, com FMT=PDF

Figure 9 - Notification via Email (NOR and NOS are Enabled)
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Note: More Detail on Notifications (NOR and NOS)

e A TIF email notification will be sent to mailbox dennis@domain.com.my when sending a
fax.

e A PDF email notification will be sent to mailbox dennis@domain.com when receiving a
fax.

e All incoming and outgoing message will be printed to IP Printer.
Ensure notification settings are defined in General Settings.

Edit Remove NOR NOS Primary Type Address
4 ] A Emai dennis @domain.com.my FMT=TIF
4 @ O O Emai dennis @domain.com FMT =PDF
F @ [0  Printer IP Printer

Figure 10 - Additional Notification of Receipt and Notification of Sent Settings

The address entered can be notified when transmissions are received and/or when
transmissions are sent.

You may choose to receive your notification in one of two file formats. Both are imaged; this
means that the text and/or graphics contained in the file can not be selected. As a result, no
ability to copy and paste the content exists. The text can not be extracted,; it is a graphic.

3. Click ™ and select the appropriate file format for your notifications.
The first is the default file format.

. Portable Document Format (PDF)
. Tagged Image File Format (abbreviated TIFF or TIF)

Format pdf -

Figure 11 - Notifications May Be Received in One of Two File Formats

Note: Save Changes

Remember to click = save to save any changes and update your profile.
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Manage Password

. B Manage Password . .
1. Click |- o — to arrive at the following screen.

From this location, you may change your password.

® Manage Password

Current Password
Mew Password

Confirm Mew Password

Figure 12 - Manage Password - Preparing to Change Password

2. Click in the Current Password field and enter the password used to login to
FaxCore.

Press [Tab] to move the next field.
4. Enter your new password and press [Tab].
Re-enter your new password.

® Manage Password

Current Password -
Mew Password SEREERERRS
Confirm Mew Password |uu-uu

Figure 13 - Manage Password - Changing Password Entries

6. Click | =l Save to update your password.
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General Settings

To define Company, Regional & Language, Notification, and Default Send Attachment
(Cover Page) settings, follow the steps below.

-
: General Setting : :
1. Click  —~ ===F== to arrive at the following screen.

Begin with the Company Settings section.

2. Press [Tab] to move from one field to the next.
Enter the address of your company or organization.
The example that follows shows the physical address for FaxCore, Inc.

The information entered here is used as the default information when sending a transmission.

i Company Settings
Company Mame FaxCore, Inc.
Street 1 Suite 207
Street 2 19590 E. Main Street
Street 3
City Parker
State/Region CO
Postal 30133
Country United States bl

Figure 14 - General Settings - Company Settings

3. Click | =l 3ave to update your profile.

Continue to the Regional & Language Settings section.

4. Click - and select the Regional & Language Settings.

5. Click = and select the appropriate Date and Time formats.

6. Click = to select the appropriate Time Zone.

4«‘:;\

"« Regional & Language Settings

Regional & Lanquage Settings English{United States) b

Date Format Y -MM-DD T
Time Format 02:10:15p T
Time Zone (GMT-07:00) Mountain Time{US & Canada) =

Figure 15 - General Settings - Regional & Language Settings

7. Click | =l 3ave to update your profile.
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Continue to the Notifications Settings section.

8. Click to place a check mark in the appropriate check boxes.
Keep in mind you are defining default %5 Notification Settir'lgS
settings. Defaults settings are those
settings you would Ilkg to have applled [ Notify when message receive success
most often to a transmission received or
sent F Motify when message receive failed
F Motify when message send success
F Motify when message send failed
Figure 16 - General Settings - Notification Settings
9. Click | =l Save to save changes and update your profile.

Continue to the Default Send Attachment (Cover Page) section.

By default a cover page is sent with each fax transmission. You may or may not require a
cover page at your organization. If a cover page is required, do nothing.

T Default Send Attachment(Cover Page)

Default Cover Page Default CoverPage b

Figure 17 - General Settings - Default Send Attachment (Cover Page)

10. If no cover page is necessary, click ~ to produce the dropdown menu and select
None above Default Cover Page in the dropdown.

> Default Send Attachment(Cover Page)

Default Cover Page @ Default CoverPage

Default CoverPage

Figure 18- General Settings - Default Send Attachment — No Cover Page Necessary
If no cover page is necessary, this field shows as follows.

> Default Send Attachment(Cover Page)

Default Cover Page @ Mone T

Figure 19- General Settings - Default Send Attachment - Cover Page Field Empty

11.  Click = Save to update your profile.

Your User Profile has been defined. Please, feel free to edit your profile at any time.

FaxCore 2007™ User Manual (v1.0 Page 10
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Messages

Simply Send

1. Click = ressages in the Navigation Pane if not already selected.
2. Click =dnew  to open a New Message window.

The Sender Profile section automatically populates with your name and the name
of your company.

3. Enter the Subject and any applicable Notes.
Press the [Tab] key to move from one field to the next.

4. Enter the recipient’s Name and Fax #.
When entering the FAX #, include the area code. No need exists for spaces,
dashes, or parenthesis.
These fields are bolded to show they are required.

MNew Message

=3I Send (@ Help
Sender Profile
From |Susan Casiano
Company FaxCore, Inc.
Message Info
Subject |Documentation release date...

Motes |pelease of first wave of documentation is set for...

Message Properties
RECIPIENTS | DOCUMENTS | OFTIONS

Add Generic Recipients Recipients

Delivery  Notify

Na
me Karen Kelly Address  Address

#  NSNEMame Company
Company |Casiano Consulting Mo records to display.
Delivery Fax

Fax # +(1 770 5451234

Motify Email [karenkelly @casianoconsulting. com |

Add From Address Book

Figure 20 - New Message Window

Note: The default delivery method for each transmission is FAX.

Delivery  FAX . Although the
method of delivery
FAX.RAW is, by default,
EMAIL FAX, feel free to
FTP choose a different
FILE method _When
HTTP appropriate.

FaxCore 2007™ User Manual (v1.0 Page 11
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5.

Click [EXH.
The recipient’s name shows in the Recipients section.
Recipients
b4 MS ME Mame Company Delivery Address Motify Address
Casiano +1 (770) )
#® [ [ karenkely Cansulting ca51234 karenkelly @cas. ..

Figure 21 - New Message: Recipients (to Receive Transmission)

Additional recipients may receive the same message.

6.

7.

FAXCORE.

Enter the next recipient’s information.

RECIPIENTS | DOCUMENTS | OFTIONS
Add Generic Recipients

Name David Casiano
Company  |Casiano Consulting

Delivery Fax B

Fax # +1 70 54512345

Motify Email |susanl:asianl:u @msn. com| |

Figure 22 - New Message: Another Recipient Receives the Same FAX

Click .

The names of both recipients show.

Recipients

#® NS NE Mame
# [ [ Karenkely
# [ [] pavid Casianc

Company Delivery Address  MNotify Address
Casiano Consulting  +1 (770) 5451234 karenkelly @casia. ..

Casiano Consulting +1 (770) 54512345 susancasiano@ms. ..

Figure 23 - New Message: Multiple Recipients Receive the FAX
Click the Documents tab. m

RECIPIENTS | DOCUMENTS | OPTIONS

Attach Documents

# [ Documents
+ h-? Shared Documents

Figure 24 - New Message: Documents Tab

FaxCore 2007™ User Manual (v1.0)

FANXCORE.

WHEN EVERY FAX IS MISSION CRITICAL

Page 12



FANXCORE.

WHEN EVERY FAX IS MISSION CRITICAL

Documents that reside in the following locations may be attached to a message and be
transmitted along with it.

e FaxCore personal folders (# [dDpecuments, initially only the Default folder resides
in this location)

e Shared (public) folder (= 3 Shared Documents)
e Your computer’s local drives or the network drives to which you have access

9. Click # to the left of the Shared Documents folder.
The @ becomes a = once the folder is opened.
The list of documents uploaded by the system administrator displays.

Examples of shared documents may include the fax cover page, 4 [ Documents
company brochures, price lists, contracts, and other documentation =) [ shared Documents
available within an organization. - Default CoverPage

The Default Cover Page will be transmitted along with your message and any other
attachments selected.

To remove the Default Cover Page so it is not included along with this particular message
click .

RECIPIENTS | DOCUMEMTS | OFTIONS

Attach Documents X LUp Down Document

_j [ Documents i @ B Default CoverPage

R e fault M

| h-; Shared Documents

Figure 25 - New Message: Documents Tab - Default Cover Page Attached
To attach a document from the local or network drive, complete the following steps.

10.  Click to locate the document(s) to attach.

The Attach Documents dialog box shows.

Select a document from the local hard drive, network drive, or personal FaxCore folder to
attach and transmit along with the fax.

Attach Documents H]
£ Attach Document & Close @ Help

Select files local driver and upload to server.

| ” Browse... | | Clear | # Remove

| Add |

Figure 26 - New Message: Attach Documents Dialog Box

FANCORE. FaxCore 2007™ User Manual (v1.0) Page 13
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11.  Click [ Browse.. |.

The Choose File dialog box opens.
Locate the folder that contains the document(s) to attach to the message.

12. Click the name of the file to attach.

Choose file @

Loak: i |l.f}EIften-used az Attachments ﬂ = |-=j€ 'r

2

ty Fecent
Dacuments

-

Deszktop

by Documents

tdy Computer
My Metwark.  File name: |F|u|es and Regulations. doc j
Flaces
Files of type: |,£'-.II Files [*.%) j Caricel

Figure 27 - New Message: Choose File to Attach (Local Hard Drive)

13.  Click| een |

The name of the file selected and its location show to the left of [ Browse.. |

G

Attach Documents H] L =
£ Attach Document & Close @ Help

Select files local driver and upload to server.

4 —_—
|RDesktnp‘nFa}{CDreHDﬁen-L“ Browse... | | Clear | X Remave

| Add |

Figure 28 - New Message: Attach Documents Dialog Box with Selection

14.  Click | Add | to browse for an additional document to attach, if
necessary.

15.  Click | [ Attach Document | 000 a1l attachments have been selected.

FaxCore 2007™ User Manual (v1.0 Page 14
FAXCORE. v1.0) 9
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The Attach Documents dialog box closes and the New Message screen appears. The
selected attachments list to the right of the Documents tab. An example follows.

ks Up Down Document
3 & 3 C:\Documents and Settings'Susan'\Desktop\FaxCore\Often-used as
Attachments‘\Rules and Regulations. doc

Figure 29 - New Message: Attachments List to the Right of Documents Tab

16.  Click the Options tab.
Select those settings that apply to each fax or use the defaults defined.

a4

RECIFIENTS | DOCUMENTS | OFTIOMS

Notification Options, the ability to set a priority, and add a billing code become available.

You may request notification on successful transmission of the fax or upon its failure to
transmit; you may select both options, if you prefer.

RECIPIEMTS | DOCUMENTS | OFTIONS . .
To enable any of the Notification
Notification Options Options, click to place a check mark
in the check box.
D Motify me on message success . . .
To disable an option, click to remove
L] Motify me on message failure its check mark, .
[ Hold for preview
o Delay Until :ﬁ .,fj
Prioriby
Importance Lowest 3
Others
Billing Code

Figure 30 - New Message: Options Available When Sending a Fax

Refer to the following note, Note: Faxes Held for Preview or Scheduled to be sent at a Future
Date.
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Note: Faxes Held for Preview or Scheduled to be sent at a Future Date

The fax may be placed on hold ([[]Held for preview ) in the event the sender or another
individual must preview it before it is sent. It remains in the sender’s Outbox until released.

Faxes may also be stored in a queue and scheduled to be transmitted to recipients at a future
date () and/or time (.4). (CJpelay unti H3)

i FH ([ £
Click to select the date and time the fax [Cloelay unii _ #H 9
should be transmitted. Time Picker

12:00 AM 1:00 AN 2:00 AM

[ I Delay Until ¢ :g 3.00 AM 400 AM 5:00 AM

44 A January 2008 + Mr 600 AW T:00 AWM 2:00 AM
SMTWTFS 3:00 AN 10:00 AM 11:00 AN
1 12345 o S

25 7 8 3101112 1200 P 1:00 PM 2:00 PM
313 14 15 16 17 18 19

420 2122 23 24 25 25
527 28 29 30 31 6:00PM  T:00PWM  2:00PM

& |1#ednesday, January 23, 2008 900 PM  10:00 P 11:00 PM
|

300 PM 400 PW 5:00 PM

Note: To Enable or Disable Notification Options

To enable any of the Notification Options, click to place a check mark [¥I in the check box.

To disable an option, click to remove its check mark, [].

Let us set the following.
17.  Click to enable the following two Notification Options.

We would like to be notified Hotification Options

whether a message is successfully

or unsuccessfully transmitted. LI EL e LeL
Motify me on message failure

[ Hold for preview
L] Delay Until _ﬁ hﬁ

Figure 31 - An Example of Notification Options Selected

18. Click - to the right of Importance to display the Priority settings available.

Importance Lowest =

The default Priority setting is

. . . Importance Lowest -
Choose the setting which best applies

to this particular fax transmission.

Low
Maormal
High
Figure 32 - Priority Settings
FaxCore 2007™ User Manual (v1.0) Page 16
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Perhaps Normal is most appropriate for this transmission.
Priority

Importance  Mormal -

19. Enter a Billing Code, if applicable.
This is an optional field used for billing purposes.

It may consist of a combination of Others
numbers and letters. Biling Code | |
|Enter billing code For this message
Figure 33 - Billing Code

Such as bi"ing Code [512344B ||

20. Make an entry in the Tracking No. field, if necessary.

Tracking Info
Tracking Mo,

Figure 34 - Tracking Field

Note: Billing Code and Tracking No. Fields
The Tracking No. field may be customized by your administrator.

The Tracking No. field could work in conjunction with the Billing Code field. For example, a
series of internal billing codes could be established and assigned to a group or an individual.
Since the same billing code would apply to an individual regardless of the message sent or
received, it becomes easier to track those messages.

21.  Click the Recipients tab and confirm all recipients are listed.

RECIFIENTS | DOCUMENTS | OFTIONS

=1 gend

22.  Click
options are set.

once all recipients have been listed and the appropriate

The fax is transmitted to those on your distribution list.

As we prepared to send this particular fax, we asked to be notified when the fax was
successfully transmitted or if the transmission failed.

Each recipient or an alternate will be notified via email that the fax has been transmitted.

o ; . . Windows Internet Explorer |
Upon clicking , this Windows E

Internet Explorer message advises us that
j bl;

.. . Message is sent with message number: 179,
the fax has been sent; each transmission is

assigned a message number.

Figure 35 - Message Box Advises the Fax is Sent

23. Click | | to acknowledge and close the message box.

FANCORE. FaxCore 2007™ User Manual (v1.0) Page 17
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The New Message window closes and the primary window showing our Inbox appears
in the foreground.

Now that you can see how easy it is to send a transmission, whether as a fax or in another
form, suppose we discuss the various folders that show on the primary screen.

It is important to know the purpose of each folder and why a
certain message appears in one folder and not another.

All the folders that show to the right, with the exceptionof .. [ Failed
New Folder, exist by default.

----- [ JUnrouted
= \é;—ff Personal Folder
o Mew Folder

Figure 36 - Folders that Store Transmissions

The following table introduces the various folders that show above. The table explains

the purpose of each folder and the actions that can be taken with the messages that reside
init.

Refer to What Happened to My Fax?

FANCORE. FaxCore 2007™ User Manual (v1.0) Page 18
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What Happened to My Fax? An Intro to Message Folders

Each transmission, whether sent by you or received by you is stored in a specific folder

dedicated to that type of transmission.

Where is my Fax?

What can | do with this fax?

Transmissions you receive from others
reside in your [ 5 inbox.

Transmissions assigned (delegated) to you
by others also reside in this folder.

Actionz. ..

X Delete

L% Forward to uzer(zs)

Faxes in the [joutbox are waiting to be
sent.

They may have been scheduled to be sent
on another day or at another time.

These transmissions will be moved to the
[—ysent folder once they are processed.

Actionz...

I_% Forward to user(z)
iE Cancel Message
2fi Pause Mezzage

25| Rezume Messa ge

Faxes in the [ sent folder are fax
transmissions you sent to others.

All completed transmissions, even those
that failed are stored in this folder.

Actionz...

X Delete
L% Forward to user(z)

if Retry Failed Deliveries

Faxes not successfully transmitted are
moved to the [dFzied folder.

These same transmissions appear in the
[-3sent folder.

Actionz...

% Delete
L% Forward to user(z)

if Retry Failed Deliveries

Only transmissions that were cancelled list
in the [ Cancelled folder.

A copy of each is stored in the [=sent
folder.

Actions. ..

7 Dekete

L% Forward to user(s)

Faxes in the [ Hold folder are incomplete
and not yet ready to send.

They may be on hold for previewing. Once
sent, they will be removed from this folder.

Actions...

L% Forward to user(z)

2E Aesume Mezszage
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Where is my Fax? What can | do with this fax?
Faxes in the |2 Trash are expected to be _
permanently removed eventually. A
However, they may be restored if not yet X Delete Permanently
permanently deleted. i Forward to user(s)

= “E,,—"-!’ Personal Folder

The €5t Personal Folder may house other R l\ew Foldes
.. Rename
folders you create to keep transmissions
organized. Create
Delete
Note: These items will be deleted when _
- Actionz...

messages are purged by the system. The
system administrator sets the purge rules. X Dekete

L% Forward to uzer(zs)

Now that you are familiar with the various folders and what they do, it is time to revisit
the following three.

e Personal folder
e Sent folder
e Failed folder
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The Personal Folder

These folders are used to store messages in a folder structure that you establish. Multiple
personal folders may be created and as a result, you may organize your messages as you
choose.

To add a new personal folder, perform the following steps.

1. Click - Messages in the Navigation Pane, if not already selected.
2. S| [v @ er sonal Folderl
3. Right-click & eI and choose

Create from the dropdown menu as Create
shown to the right.

T
jSA & ersonal Folder

The following shows.

SR ersonal Folder
4. Type the name of the new folder and press the [Enter] key.
= S5t J———— Additional folders may be added at the same level as our Contracts
{...C3 Contracts folder. Other folders may be added that are nested within
Contracts.

To add another folder at the same level as Contracts, right-click 25t ZEEnElREE and
choose Create . Assign a name to the new folder.

To add a nested folder inside Contracts, right-click Contracts and choose

St . Assign a name to the new folder.

= Gt .
< Persanal Folder Feel free to organize your folders and messages any way

- EEE - - -
s that is logical and convenient for you.
Rename
Create = B4t personal Folder
ERWContracts|

DE'EtE ..... I_-' Land

- [ Building
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The Sent Folder

""'L—f:b:: Click [Zsent in the Folder List to see the fax transmissions you
[ Outbox « aym
é_lﬂ initiated.
.[Faied An example of faxes sent show below.
- Cancelled
-l Hold
Sent (2)
e 1 ted
C nrou O Date Message e Subject Recipient(s)
‘q:fr Personal Folder ®

[] =1 /23/2008 10:58:18 AM 180 Documentation

Release date... Susan Casiano

[1 = 1/23/2008 10:43:20 AM 179 Documentation

o o Karen Kelly; David Casiano

Figure 37 - Transmission Sent

. Actions...
One of three actions may be performed on the o

transmissions stored in this folder. The transmission X Delete
may be tagged for deletion, forwarded or delegated to
other users, or another attempt may be made to send 3 _ o
the transmission which was not successfully sent the ¥4} Retry Falled Delveries
first time.

L% Forward to uzer(zs)

The Failed Folder

Click [3Fsied to show transmission attempts that were unsuccessful.

Failed (1)

] Date :ESHQE Tracking # Subject Recipient(s)
= — Documentation .
[] =1 /23/2008 10:58:18 AM 180 Release date. . SUsan Casiano

Figure 38 - Transmission Attempted and Failed

The following actions may be performed on faxes Actions...
that reside in [dFailed, These are the same actions
that may be performed on messages in [ sent.

# Delete

L% Forward to user(z)

5§l Retry Failed Deliveries
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1. Click = — Pecuments on the Navigation Pane.

Document folders show above the Navigation Pane.

S|

= 5 Documents
= 3

# 7 shared Documents

The Default window shows to the right of the Navigation Pane.

_1ﬂ New X Delete \j Print Move ~ A ¥Refresh
Default
F Document Name Type Merg... Visibility Description

There are no documents currently in this folder

Mumber of items to display: | 15 =

(@) Help

Figure 39 - Documents - Default Folder

2. Click 2dNew to add a new document to the folder.

The Create Document — Document Information dialog box appears.

/= Document Information - Windows Internet Explorer provided by Yahoo!

£ | http:ffeo.Faxcore, comfUser | DocumentsfUploadDocurnent. aspex?folder=3801 46

EBX]

[ Save (i@ Help
D Create Document - Document Information
a >
Name
Type Standard Document
Folder Default
Visibility Private
Description
Upload File |[ Browse...

Eg @ Inkernet

Done

Tl

Figure 40 - Create Document - Document Information Dialog Box

Enter the name of the file to upload in the Name field.
Enter a file Description, if applicable.

5. Click [ Brawse.. |,

The Choose File dialog box opens.

Locate the folder that contains the document(s) to attach to the message.

6. Click the name of the file to be attached.

FaxCore 2007™ User Manual (v1.0)

Page 23



FAXCORE.

WHEN EVERY FAX IS MISSION CRITICAL

Choose file @

Loak: i | |9 Often-used as Attachments ﬂ = |-=j€ 'r
_2 L_r,J:J Rules and Regulations. doc
by Becent
Documents
?[‘:
I p

Py Metwark File name: |F|u|es and Regulationz. doc j
Places
Files of type: |1l Files [*7] ~| Cancel

7.

/= Document Information - Windows Internet Explorer provided by Yahoo!

Figure 41 - Choose File to Upload

Click |__Oeen |
The name of the file selected and its location (path) show to the left of in
the Upload File field.

B=J(ES

£ | http:jfco.faxcore, comfUserjDocuments /UploadDocurment, aspec?Folder=80146

(@) Help

D Create Document - Document Information

Name Rules and Regulations

Type Standard Documnent =
Folder Default T
Visibility Private -
Description

Upload File |C:1Dncurnents and Settings‘LSusarH Browse... |

N\

The Name and Upload File fields are bolded to show they are required.

IDl:une [ €D Internet 00w -

FAXCORE.

Figure 42 - Create Document - Document Information Dialog Box - File Selected to Upload
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8.  Click ldlsave
The Create Document - Document Information dialog box closes.

A copy of the document is saved to the Default folder since that is the folder selected in the
Create Document - Document Information dialog box. The file also resides in its original
location; it was only a copy of the file that was uploaded.

- A
j‘ 1% Documents B New X Delete =} Print Move = | £ ¥Refresh
= el
# (7 shared Documents
Default
] Document Name Type Merg... Visibility Description

[ rules and Regulations  Standard Document Mo Private

Figure 43 - Document is Uploaded to the Default Document Folder
Additional folders, aside from Default, may be nested in the Documents folder.

Any document contained in the Default folder, Shared Documents folder, or other folders
added by the user, may be attached to any message.

New Message with Attachment Uploaded to Documents Folder

When creating a new message, complete the following step to add an attachment from one or
more of these folders.

1. Click = Messages in the Navigation Pane if not already selected.

2. Click =dnew  to open a New Message window.
The Sender Profile section automatically populates with your name and the name
of your company.

3. Enter the Subject and any applicable Notes.
Press the [Tab] key to move from one field to the next.

4. Enter the recipient’s Name and Fax #.
When entering the FAX #, include the area code. No need exists for spaces,
dashes, or parenthesis.
These fields are bolded to show they are required.

5. Click [EH.

The recipients name shows in the Recipients section.

6. Click the Documents tab. m

‘RECIF‘IENTE DOCUMENTS | OPTIOMNS

Attach Documents

4 [ Documents
+ h;? Shared Documents

Figure 44 - New Message: Document Tab
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7. Click # to the left of the Documents folder to display the Default folder nested
within it.
If the Default folder is visible, click the # to its left.
The # becomes a = once the folder is opened.

A list of documents uploaded to this folder displays. In this example, only one file has
been uploaded; the Rules and Regulations file resides in the Default folder.

3 =] - -
Jl= Cacments Documents often attached to messages may be organized in
4= Default ? a collection of folders.
i Rules and Regulations

E h_? Shared Documents

8. Double-click the name of the file to attach to the message.
In this example, only the one file is available.

The name of the file shows to the right of the Documents tab along with the Default
Cover Page that it is provided.

RECIPIENTS | DOCUMENTS | OPTIQNS @

Attach Documents X Up Down  Document

= [~ Documents ® @ ¥  Default CoverPage
= ,__].r’ Default #® 4 ¥  Rules and Regulations

- les and Regulations

£ h-? Shared Documents

Figure 45 - An Uploaded Document is Attached

9. Click the Options tab.
Select the settings that apply to each fax or use the defaults defined.

Notification Options, the ability to set a priority, and add a billing code become available.

You may request notification on the successful transmission of the fax or upon its failure
to transmit; you may select both options, if you choose.

I=d gend

10.  Click once all recipients have been listed, documents attached,
and the appropriate options are set.
o - Windows Internet Explorer |
Upon clicking , a message box g
advises us that the fax has been sent; . :
.. . . . Message is sent with message number: 201
each transmission is assigned a message =3
number.
Figure 46 - Message Box Advises the Fax is Sent
11.  Click | | to acknowledge and close the message box.

The New Message window closes and the primary window showing our Inbox appears
in the foreground.
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Use the FaxCore IP Fax Printer to Quickly Distribute Documents

Once the FaxCore IP Fax Printer driver has been installed, you may print to it from within
any application that allows printing. This means that any document (file) currently being
worked may be distributed to recipients. It could be a Microsoft Word, Excel, PowerPoint, or
Visio file. Actually, any application that offers the ability to print from it is a good candidate.

The following is an example from within MS Word. Eie |

1. From the File menu choose Print. Save As...
The Print dialog box shows.

Page Setup...

|. 4 Prirk.. Ct+P

2. Click | ¥ to the right of the printer name currently ¥
showing.
3. Select FaxCore IP Fax Printer from the dropdown as shown below.

Prinker
Hame: ¥ hpLaserdet 1010 Series Driver [v Properties
Status: A Find Printer...
Tvpe:
Where: [ ] Print ta il
Comment: [ ] Manual duplex
Page range @
) al = g hp Laserlet 1010 Series Driver i =
) Currentpy X
) Pages: I: c_'" = g Microsoft Office Document Image Writer Collake
Enter page nu| . \
separated by = g Microsoft XPS Docurnent Writer
Print what: | Document: W | oo

i Pages per sheet: 1 page w
Print: |F'.II pages in range W | S | pad |

Scale to paper size: |r-.,|.;. Scaling L |

Cptions., ., [ Ik ] [ Cancel ]

Figure 47 - Printer Dialog Box with FaxCore IP Fax Printer Listed

Prinker
The FaxCore IP Fax Marmne: W F=xCore IP Fax Printer
Printer is selected. Shatus: Idie
Type: ImageMaker Color Print Driver
Where: IPFAR |

Figure 48 - Printer Dialog Box with FaxCore IP Fax Printer Selected

4, Click to close the Print dialog box and print using the selected print
driver.
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The document is preparing to print, but not to the local
printer next to your desk or to the network printer in the

Preparing

workroom. Instead it is preparing to print using the Prepaiing page 5
FaxCore IP Fax Printer driver. This means it is

. ; L i - Cancel
preparing the file to be distributed to the list of recipients
you select.
Once the Preparing message process is complete, the w
FaxCore Client Login screen appears.
5. Enter your FaxCore Username and Password.

An example follows.

SIS

File  Edit “iew Help

FaxCore Client Login

FaxCore Usernanme: |sca$ianu:u |

FaxCore Paszword:

i |

Ready

Figure 49 - FaxCore Client Login Screen

6. Click to close the FaxCore 2007 — Client dialog box and proceed.

Note: This is the first time I’m distributing a document outside of FaxCore!

What if this is the first time I’'m distributing a document from within Microsoft Word or
another application other that FaxCore itself?

Enter your Client Profile data.

FaxCore 2007 - Client
File  Edit  ‘Miew Help
Profile

EEX

Obtain this information from
your system administrator.

FauCore Server |cu.fa:4core.cu:um

FauCore Server Port #: |8EI

FarCore Username: |$casianu:u
FaxCore Password: |“’1
[] Set manual fa= enty as rav fax? [] éuto-cloze application?
Ready

Figure 50 - FaxCore 2007 — Client Profile Data

Click |_5ave Profile | {g save the entries.
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7. Complete the necessary Message fields.
Notice the first page of the document shows in the Document Preview area of the
FaxCore 2007 — Client.
A Billing Code may be entered, if applicable.

A Delivery type other than Immediate may be selected.
The Cover Page will be provided by default; however, it may be disabled when
necessary.

FAXCORE.

WHEN EVERY FAX IS MISSION CRITICAL

Fil=  Edit

USER: Susa
SENDER
Mame
Company
MESSAGE
Subject

View  Help

n Casiano

Susan Casiano

FaxCore, Inc,

FaxCore User Manual v1.0

Docurnent Preview

{=dsend Fax

Mote

Billing Code

Hi Tom,

I'm working through the final section of the user manual on the FaxCore IP

Fax Printer. I still must edit the manual.
alk soon,
an

£

Delivery |

Immediate

Cover Page |

Default CoverPage

Document |

Pags 1

HName
Company

Fax Number
Motify Email

RECIPIENTS (0)

Manual Entry | Redpients

Tom Linhard
FaxCore, Inc,
+|1 (|720 | (3704141

sUsancasiano@msn. com

Tracking Info

Tracking Mo.

Add From Address Book

\V7%

FaxCore 2007
Jser Manual (v1.0)

Profile saved,

Figure 51 - FaxCore 2007 Client Sender, Message, Recipients Information

8. Enter the name of each recipient and click [EEE.
Recipients may be selected from the Address Book or entered manually.
9. A Tracking No. may be included, if necessary.
RECIPIENTS (2) The names of those notified when
Manual Entry | Redpients | the message is sent. ?

e NS NE Name Company Delivery Address Motification Address

b4 Tom Linhard FaxCare, Inc. +1 (720) 8704141 susancasiana @msn.com

® Sam Mg FaxCore, Inc. +1 {720) 8704141 sam@faxcore.com.my

FAXCORE.

Figure 52 - FaxCore 2007 — Recipients Named
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10.  Click =I3end Fax to distribute the selected document to the recipients.

Once the message is sent, a confirmation ID number is supplied. An example follows.

File  Edit View Help

USER: Susan Casiano
Message is sent with ID: 208100000670
Figure 53 - FaxCore 2007 - Confirmation of Message Sent

11. From the FaxCore 2007 — Client File menu, choose Exit as
shown. B
File

Edit  Miew  Help
Exit |LJ

The notification below was delivered to the specified email address to advise that the
message along with the attachment was delivered to the recipient(s).

= message sent from Susan Casiano - Unicode (UTF-8)

File Edit Wiew Tools Message Help -.1.’

E"’J ﬁ" v :j; x @ @ W

Reply Reply Al Forward Print Delete Prewvious Mexk Addresses

From: Susan Casiano

Date: Sunday, March 30, 2003 9:08 AM
To: Tom Linkard

Subject: message sent from Susan Casiano
Attach: | 3268547932101 183,k (3.54 ME)

>

Delivery Information:

Message #: 291

Sender Name: Susan Casiano
Sender Company:  FaxCore, Inc.
Sender Phone:

Feceived on: 37302008
Total Pages: 43
Transmit Time: Jo0min:54sec

chicle here to wiew message online

Delivered by FaxCore 2007... "When Every Fax is Mission Critcal™
ZR4TIEI000932 complete E_

|

Figure 54 - Notification of Message Sent
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To view the message once it has been sent, access it using the FaxCore Message Viewer.

Locate the message in its folder and double-click it.
An example of the message sent shows below in the Message Viewer.

Use the scroll bar just to the right of the thumbnails to see all pages sent in the transmission;
click a thumbnail to show it full size.

(= Message Viewer, - Windows Internet Explorer provided by Yahoo! T E .
2 P P ¥ |l
@.\-/n - |@, http: ffco.faxcare. comlUser/MessagesMessageviewer, aspxPmsgID=20510000067 08, V| (X | | 2~
: Fle Edt View Favorites Tools  Help :
e\"brom < @ < | pSearch Web - e @ ﬁ [%MyStuFF (g'BZDDm ElNews ~ 'Q!-':'Weather @Shopping @
mywebsear\ch| Search ~ P sz Forecast[]85°,|'48°
v [@Message Viewer l l ﬁ - B EQA v [z Page - fj Taols ~ @' p £ 23
O Norton 360 .il e Eraud monitoring’is on x Cptions =

MESSAGE VIEWER

FA-CORE

Zoom 5Settings: “_% “%

z = | Page #:

a . — j Rotate: [0deq] [90deq] [180dea] [270 deq]

3 Details of the message show on Page 1.

X Delivered by FaxCore

2 Thumbnail i

: Fax Transmission

"age #: 1 Attention to:- From:-
Name: Tom Linhard Name: Susan Casiano
T Company: FaxCore, Inc. Company: FaxCore, Inc.
Date: 2008-03-30 Telephone:
Time: 08:21:30 A Pages: 0
RE: FaxCore User Manual v1.0
User Mariast v1-2)
Comments/Notes:
Thumbnail Hi Tom.
I'm working through the final section of the user manual on the FaxCore [P Fax Prnter. [ still must edit
- the manual.
Talk soon,
Page #: 2 L J
?% Scroll to see the remaining pages transmitted. -
Done o100% v

pv.irg
Figure 55 - Message Viewer from within FaxCore

=
o
n
n
]
a
o
(=]
o
=3
o
m

To the left of the thumbnails are two tabs, |7 and |" . Refer to the following page for
details.

suopYy
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Message Details a M
Message =: |29

Created On:|3/30/2008 8:21:30 AM

=
@
m
m
o
=1
o
g
@
= ]
o
m

Click |” | to see the Message #, when it was status: | Completed
created, its Status, and Tracking No.

m
(=
s

Tracking Info

While @ view 1mzge is selected, the document Tracking Ne.
shows to the right of Message Details.

When @ view Detsils is selected, additional
information pertaining to the transmission
shows to the right of Message Details.

@j@‘fiewlmage {:}View Details

Click @ view 1mage ONCe again to return to =
the document pages. H +1(720) 8704141 - FAX

4 +1(720) 8704141 - FAX

Click [ %] to close the Message Details.
Figure 56 - Message Viewer - Message Details

Click * (Dock) to show the thumbnail pages along with the other information.

suapRIYy

Click '™ to see the Actions that may be Actions 1 X
performed on this message. - A

elivery. e
The message may be printed, saved using Output File PDF -

another file name, forwarded, resent, or deleted.

The transmission may be delivered again to all
recipients or a selected number. S print

The Output File is currently PDF.
It may be either one of the following.
. Portable Document Format (PDF)

H Save As
% Forward

% Resend

. Tagged Image File Format (abbreviated
TIFF or TIF) X Delete

Both files are graphic formats. Text may not be Figure 57 - Message Viewer - Actions
selected and/or copied.

Click [%] to close Actions.
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Address Books

Rather than typing the recipient’s information, you may also pull it from the Address Book.

0
Click | "= Addeess Book in the Navigation Pane if not already selected.

= &= My Address B

The Address Books structure shows above the

Navigation Pane. The Default address book is 4 83 Domain Addrecs Books

selected.

To the right of the Navigation Pane is the

Address Books screen. Most likely, at this (2 Messages
time, no contacts exist in your Default address

book. @ S address Book

Let’s add one. [ pocuments

3_.] Settings

L3l search

Figure 58 - Navigation Pane - Address Books

Add a Contact to the Address Book

To add a contact to the Default Address Book, follow the steps below.
1. Click &5 3= if not already selected.

2. Click & New or allow the mouse pointer to hover over it. B New
The menu shows.

Contact

3. Click Sl

The following screen allows the entry of your contact’s profile
and delivery information.

Group

4. Enter the applicable information.
Press [Tab] to move from one field to the next.

It is not necessary to complete each field. The following would be most relevant, but only
the Display Name and Email (address) are required fields. Some of the remaining fields
may be displayed on your cover page and so entering such information may be advantageous.

. Display Name (Contact Profile)

o First Name

. Last Name

o Address Book — where the contact information will be stored
o Preferred Address Type — in this case, EMAIL

o Email (address) (Delivery Information)

J Fax Number
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£ Contact Profile

|Required entry |

pisplay Mame karen Kelly I
First Mame karen

Middle Mame

Last Mame Kelly

Company Name

Description

Address Book Default -
Preferred Address Type EMAIL hd
Visibility Private hd

notify this contact when message FAILS to send

notify this contact when message is SUCCESSFUL

& Delivery Information

Required entry

IEmaiI karenab123@ msn.com Ipdf ™
Fax Mumber +303 { 8838 0 [3153
Phone Mumber + ( )
Mobile Mumber + ( )
Fip pdf =
Http pdf =
Metwork Printer -
Raw Fax
Figure 59 - Address Book - Contact Profile and Delivery Information
5 Click =l save |
The Contact Profile and Delivery Information window closes and the Default
Address Book shows with the new contact listed.
&Y New f;'- Import X Delete S§ Print Move ~ 4 ¥Refresh |@ Help
Contact(s) removed.
DEFa u |t Mumber of items to display: 15 ~
F1 Display Name Contact Type First Name Last Name Company Name Preferred Delivery ...
[0 Karenkely Contact Karen kelly karenab123@ man.com

Figure 60 - Default Address Book - Contact Lists

Once contacts are contained in an address book, it is no longer necessary to type their
information when sending a transmission to them.

FAXCOR

E.
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Send to a Contact in the Address Book

It is time to send a transmission to the individual in our address book.

1. Click = ressages in the Navigation Pane.

2. Click =dNew  to open a New Message window.
The Sender Profile section automatically populates with your name and the name
of your company.

3. Enter the Subject and any applicable Notes.
Press the [Tab] key to move from one field to the next.

4. Click Add From Address Book in the Recipients section.

The Address Books window displays.

5. Select the correct address book; in this case, Default.
Address Books M L] =
[, Add < Close @ Help

Select recipients from Address Books.

= 8| My Address Books Search Contact:

| | Contact
= %] shared Contacts Karen Kelly - karenab123@ msn.com FMT=FDF
# %= Domain Address Books Karen Kelly - +303 (885) 3153

Figure 61 - Address Books - Default with Listing

6. Click the name of the contact as shown below.
Address Books H] Lj =
4, Add < Close @ Help
Select recipients from Address Books.
= {89 My Address Books Search Contact:
i[85 Contact {‘\
i 8 shared Contacts Karen Kelly - karenab 123@gmail.com FMT=PDF
4 [8=| Domain Address Books Karen Kelly - +303 (805) 3153

Figure 62 - Address Books - Default with Recipient Selected

7. Click |2 Add to include the selected contact as a recipient.
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The Address Books window closes; the New Message window returns with the
recipient’s information listed in the Recipients section.

Recipients
® M5 ME Mame Company Delivery Address  Motify Address

karenab123@ms,.. karenabl123@ms...
#® Karen Kelly FMT =PDF FMT=PDF

Figure 63 - Recipient from Default Address Book

8. Click *=I5end once all recipients have been listed and the appropriate
options are set.

Each recipient or an alternate will be notified via email that the message has been
transmitted.

e T . Windows Internet Explorer .

Upon clicking ‘=1send , this message box : -rg]

advises us that the fax has been sent; each _ " :

transmission is assigned a message number. g q;“ Message Is sent with message number: 201
L)

Figure 64 - Message Box Advises the Fax is Sent
9. Click [

The New Message window closes and the primary window showing our Inbox appears
in the foreground.

| to acknowledge and close the message box.
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Receive a Fax
Incoming messages may be received via email or in the user’s FaxCore Inbox.

1. Click | ' Messages in the Navigation Pane.

2. Click [ BEE to return to the Inbox folder.
Once the Inbox is the active folder, click t_¥Refresh o refresh the screen and show
new messages.

3. Double-click a particular message to open it for viewing in the Message Viewer.

& Message Viewer - Windows Internet Explorer provided by Yahoo!

£ | http:jfoo.Faxcore, comfUserMessages/Messageviewer . aspx?msglD=2031000006328folder=10032usermsg=2369801 00000005515

©MNorton 360 (1 5 optons -
FACORE

Page #: Zoom Settings: Q @

Rotate: [0deq] [90deq] [180deqg] [270deq]

spejaq afessaly

Defivered by Fax

Fax Transmission

1 Attention to:- From:-
Name: Susan Casiano Name: Susan Casiano
Company: Casiane Consulting Company: FaxCere, Inc.
Date: 2008-03-19 Telephona: o
Time: 01:43:08 P Pages: 0

RE: Attached is Rules and Regulations document...

Comments,/Notes:

The attached documemation contains the necessary information regarding rules and regulations
associated with the bylaws we discussed.

-
1 | »

IDDI‘IB [& € mternet F100% -

Figure 65 - Message Viewer - Read the Fax

Page # 2

T TR,

4. Click on the left side of the window to see what may be done with the fax.
The following actions are available.
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Action Description

& Print Print the message to a local or network printer.

When the message opens in the Adobe Reader window, click | l==/| to print.

[l save as File Download §|

Do you want to open or save this file?

]El{- Mame: DeliveryPages.pdf
i Type: Adobe Acrobat 7.0 Document, 14.6KE

From: co.faxcore.com

Open ][ Save ]| Cancel |

harm your computer. |f pou do nat st the source, do not open ar

|@| “While files from the Intermet can be uzeful, some files can potentially
L
E zave this file, What's the rizk?

% Forward Choose % Farward to forward this message to selected recipients.

¥ Resend Choose “ resend to resend this message to the original recipients who are
still listed.

X Delete Click # pelete to remove this message from the Inbox.
You are asked to confirm your request.

Click | | to complete the process and delete the message.

Windows Internet Explorer P§|

\_i’:/ Are wou sure you wank to delete this message?

[ oK d [ Cancel
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Without opening the message, and while the message lists in the Inbox, the following actions
may be taken.

FAXCORE.

Click | = Print to open the message in its PDF format using Adobe Reader.

Click | '== on the Adobe Reader toolbar to print the message and any accompanying
attachments.
From the Actions menu, the message may be Actions...

deleted or forwarded to others

The message may be moved to a personal

folder.

Contracts, Land, and Building are personal
folders we created earlier.
The Land and Building folders reside in the

X Delete

L% Forward to user(z)

Mowve -

-System Assigned-
Contracts

Contracts folder. Building
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Search for a Fax

1. Click |~ search in the Navigation Pane if not already selected.
The fields on which a message can be searched display above the Navigation Pane.
A search may be accomplished by entering criteria in
From Dale one or more fields.
To Date If the Message # or Tracking # is known, enter the
- - value in either field. Since these numbers are unique,

essage= r .

g _ only one message that meets the criteria will be found.
Tracking= Searching on either of these two fields provides the
Recipient § fastest results. However, the Message # and Tracking #
Country# may not be known.

Fax = Searching by a Recipient’s name may produce a long

csm list of messages. Still, this is an efficient way to search
for the one message that must be located.

Email . . i . .

m: It is possible to search on multiple criteria. This narrows
Subject the search results. For example, search for all messages
Type v sent or received during a range of dates by using the
Failed? . From Date and To Date fields. If you prefer, you may
eld? . still enter the recipient’s name in the Recipient field, if

' you know how to spell it.

Figure 66 — Search Fields — Enter Criteria
2. Enter the criteria in the field or fields on which you wish to search.

3. Click | Search |,

The results of the search show to the right in the Search Results window.

Following are two examples of successful searches.
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The first search was accomplished by entering a single criteria; the recipient’s name was
entered in the Recipient field.

Tracking# | Actions... @ H
Recipient  |David Casiano
Sea I'Ch ReS u |tS Mumber of items to display 15
Country#
Fax = [] Message # Date Created Subject Sender Recipient Status Total Page # Type
G50 3;26;2003 10:39:36 test messsage with ) )
[ 268 document attached Susan Casiano David Casiano Completed 1 Quthour
Email
) 2,"23.."2008 10:43:20 Documentation ) Karen Kelly; David FUFCEd To Stop By
Subject |:| 179 release date. . Susan Casiano Casiano Age 1 Qutbour
L P

Figure 67 - Results of Search on Recipient's Name

The second search was accomplished by entering multiple criteria; the recipient’s name was
entered in the Recipient field and the From Date and To Date fields also contain entries.
Multiple criteria tend to limit the results of the search; fewer messages meet the criteria.

rom Date |2/23/2008 Sea I'Ch Resu |tS Number of items to display 15
Date  |2/23/2008 i .
o Om ge # Date Created Subject Sender Recipient Status Total Page # Type
Message s
) 2..’23{2008 10:43: 20 Documentation ) Karen Kelly; David  Forced To Stop By
[Tracking# D 179 release date. . Susan Casiano Casiano N gen.E; 1 Qutboury
TenimhidCehlinminah]
Fecpient  [David Casiano

Figure 68 - Results of Search using Multiple Criteria

To Log Off Faxcore

to exit the application and return to the Login screen.
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