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Sending a Message

Complete Header Information Notify, Hold, Delay
  From and Company – Sender’s info;
      Will display on Cover Page

  Subject – Subject of message to display
        on Cover Page
  Tracking # - Searchable Sender identifier
         (only viewable to sender)
  Importance – Priority of message

Add Notes
   Enter any notes to display on the Cover
        Page.

Add Documents

Select the appropriate checkboxes for the 
message:

Notify me on Message Completion – will
       notify you when the entire message
       has been sent to all recipients.

Notify me on Recipient Errors – will notify
       you if the message does not send 
       successfully to any recipient.

Hold for Preview – holds message in 
       Hold folder until it is released. Rendered
       message can be viewed prior to release.

Delay Sending Until – delays sending
       message until selected date and time.

To have your cover page always added to the list by default, update your default send attachments 
in your General Settings.  See page 5 for more details.

NOTE:  Shared documents are added by the System Administrator

Select the SEND tab to 
send a message.

Once a document is added, it will display in the list.  You can 
delete a document by clicking the X.  Documents can be moved up 
or down by clicking UP or DN.

There are two ways to add documents:
• Click the browse button and locate the document from the file 

system.  Click Add.
• Click on the specific document from the Document Menu.  The 

document will add to the list in this window.

Click DOCUMENTS tab



Sending a Message
Adding Recipients Click on the RECIPIENTS tab.

To add a Generic Recipient
1.  Add the following information:

• Name – to be displayed on the cover
• Delivery – type of delivery (fax, email, 

ftp or http)
• Address – Fax Number (country code,

area code, local number), email 
address, ftp or http address 

• Notify Email – this is where the 
notification, if selected, will be sent to 
the recipient

2.  Click Add

To add a Recipient from Address Book:
1. Choose address book from drop list
2. Highlight the recipient and click Add, or 

double click on the recipient

Indicators:
X: deletes the recipient
UP: moves the document up in the list
DN:  moves the document down in the list
NOD:  notifies the recipient upon message delivery
(notify    upon delivery)
NOE:  notifies the recipient upon message error (notify 
upon error)

When all documents and recipients have been added, click SEND MESSAGE.  Message will send 
and item will display in Outbox.

Sending a Message Using the Email Gateway

If you have a default cover page selected in your General 
Settings, text in the body of the email will be added as notes.

If there is no default cover page, then any text will be added as a 
cover page.  If there is no text in the body of the email, no cover 
page will be added.

Open your email and select New.

Enter the fax number followed by 
@yourcompanygateway (defined by 
your system admin).

Attach document(s), enter subject 
and message text if needed and 
click Send.

Formatting the address with 
periods, like address to the left, will 
give it the best chance of sending 
successfully.

To add the notifications, click in the appropriate column on the row of the recipient.  See above 
columns NOD (notify on delivery) and NOE (notify on error).  When selected, an exclamation mark 
displays in the cell.
• NOD will send a message to the recipient when the message has been delivered successfully.
• NOE will send a message to the recipient if the message does not send successfully.



Searching for a Message
To locate a message, click the SEARCH tab.

Viewing a Message
To view any message, click on the specific row from any folder.  The Message Viewer will open 
in a separate window like below.

The message details 
display in the upper corner.

You can choose which 
delivery to view and how to 
view the pages, as 
thumbnails or in a page 
list.

To view the page, click on 
the thumbnail or the link.

To view details about the message, click the DETAIL tab.  You can view transmission replay 
for each delivery or notification.

Other details available include:
• Time created and completed
• Total transmission time
• Status of all deliveries and notification
• Total number of pages
• Billing information and costs

• List of recipients and transmission replay 
for each

• Details for each delivery attempt
• Error messages

Enter the search criteria in 
the left pane and click the 
Search button.

The matches will display in 
a list like above.

Search tips:
• To limit the amount of matches, enter detailed

criteria.
• If you are not sure of the criteria, type as much

as you know and let the search engine help.
• You can cancel, hold, release and delete

messages from the list.
• To view a message, click on the appropriate row.



Forwarding and Resending Messages

To forward or resend a message, open the Message Viewer for the specific message and 
click the ACTIONS tab.

Forward
1. Select the pages you want to forward by clicking on them.  The selected pages will 

highlight in yellow.  If you want to select all pages, you can use the Select All Pages 
button.  NOTE:  if you do not choose specific page, all pages will be selected.

2. Click Forward Delivery and the SEND page will open.  Your attachment will be added in 
the list of documents.

3. Complete the send page and click SEND MESSAGE.

Resend
1. Select the recipient you want to resend the message to from the Delivery list.
2. Select the pages you want to resend or Select All Pages to resend the entire message.
3. Click Resend Delivery and the SEND page will open.  Your attachment and the recipient 

will be in the lists.
4. Add any additional recipients or documents.
5. Complete the send page and click SEND MESSAGE. 

Saving Messages

Click on the page(s) you want to save and choose the 
download type (TIF or PDF).  Click Generate Download Link.
Click Download Delivery.



Editing User Profile

Your user profile contains four areas: 
Personal info, Change Password, General 
Settings and Receive Settings.

Note:  Some information is set by the 
System Admin.

Personal Info
• Update your name and company information.
• Set defaults for your notifications.  These defaults can be overridden on 

the send page.
• Enter your delivery information, such as fax numbers and email 

addresses.
• Choose your preferred delivery address for received faxes.

Change Password
• You can change your password from here.  You will need to know your old 

password to change it.
• If you forget your password, you can select [Password Request] from the 

login page to have your password sent to your preferred email address.

General Settings
Most of these settings are set by the System Administrator.  You can update 
them from the General Settings area.

On each item, there is a column called Inherit?  Yes means that the value is 
inherited from the System Administrator’s values. If No is selected, the value
the user enters will be used.  Some things you can set include:
• Company – this is the information that displays on the Cover Page.
• Dialing Rules – you can set rules based on area code and country code.
• Fax Send Settings – you can update your csid, local number and caller id 

values that display on the outgoing faxes.
• Imaging – you can set the details of how you want to view your 

messages.
• Default Send Attachments – you can specify the cover page and/or the 

documents you want to always be added to the document list when
sending a message.  Select document and select no in the Inherit? field. 

Receive Settings
• Choose which address you want your received faxes to be delivered 

to.
• Choose the delivery format of your received messages (PDF or TIF).
• Select option to receive either a link or an attachment and link of your 

received fax.  The system will have a default value.  Select no under 
Inherit to use your choice.



Managing Contacts and Groups
To add contacts and groups to your 
FaxCore address book, click on the 
Default folder under Contacts.  Or 
add a specific folder (see next 
section).

Add Contacts
• Select the Create Contact(s) button.
• Complete the contact information

(see window to the right).  You must 
enter at least one delivery address.

• You can select the default 
notifications for the contact.

• When all information is complete, 
click Save.

• To add another, you can click Clear 
and add another contact.

Add Groups
• Select the Create Group(s) button.
• Name your group.
• You can add generic recipients to the 

group or add contacts from your 
address books. 

• Click Save.

Managing Folders and Uploading Documents
Managing Folders
• Right click on the folder you wish to create a folder under and select New Document

Folder. You will be prompted to name the folder and then click OK.
• To change the name of a folder, right click on the folder you want to rename and choose 

the correct option (Rename ).  You will be prompted to rename the folder and click OK.
• To delete the folder, right click on the folder and choose Delete.

Uploading Documents
• Click on the folder you want to add a document to and click Create.
• Choose the type (standard or cover page) and enter the name of the document in the 

Label field.
• Browse for the document and click SAVE.  Document will be uploaded and rendered.

         Status:  to refresh status and find out if document rendered successfully.
         Workflow:  to view workflow steps of document rendering.
         Token Reference:  displays a list of available tokens and instructions.

Select the SEND tab to 
send a message.
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