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. Select the SEND tab to
Sending a Message send a message.

FAXCORE

MAIN MENU
SEARCH
USER: BEOB.JONES LOGOUT
Header Information _ [Notify, Hold, Dela otes 00000000000
Framm: _ [~ Metify Me on Meszage Completion =
Company: :l ™ Notify Me on Recipient Errors

Subject: |:| [ Hold For Praview
Tracking #: |:| [T Delay Sending Until:
Irnportance: [normst | [Todsy =] ot [Moen =]

Complete Header Information

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

Notify, Hold, Delay
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.
Add Notes Hold for Preview - holds message in
Enter any notes to display on the Cover Hold folder until it is released. Rendered
Page. message can be viewed prior to release.
Delay Sending Until - delays sending
Add Documents Click DOCUMENTS tab message until selected date and time.
RECIPIENTS [__sen0 MessAGe J
| | [ Erowse... ] I 1 S D O B (T —
Gil Document Menu r | SystemDefauiCoverPags Al
T _lﬁq;:r::u?:i Once a document is added, it will display in the list. You can
EHET Shared Docurnents delete a document by clicking the X. Documents can be moved up
B Defoult or down by clicking UP or DN.
] CoverPages
IV EpsCoverPage There are two ways to add documents:
#1] SvstemDefsultCoverPage e Click the browse button and locate the document from the file
HY TestCoverPage T~ | system. Click Add.
B FaxCore "T~e__ Click on the specific document from the Document Menu. The
EMEA_Release document will add to the list in this window.
23 1] MEC2002_Release
E] Help
-

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



Adding Recipients

Sending a Message

Click on the RECIPIENTS tab.

DOCUMENTS w | SEND MESSAGE |

Add From Address Book:

Name: | | (B8] Book: [Detaun Aicress Book =[]
Delivery:  [fax =] [anderzon, Jahn - +1 {300} 5551212

Humber: "'l:ll I | ng::“(]witsrn Region)

Motsfy Ernail: | |

(ol | | [ ] Iwame  IDelivery Address  [Notification Address |
u 1 ! Anderson, John +1 (B00) 5551212 see contact A

displays in the cell.

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

e NOD will send a message to the recipient when the message has been delivered successfully.
o NOE will send a message to the recipient if the message does not send successfully.

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

e Name - to be displayed on the cover

e Delivery - type of delivery (fax, email,
ftp or http)

e 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

Slsend @ -S| ! 3 Y| B)ogtons.. - HTM

Open your email and select New.

Enter the fax number followed by

@yourcompanygateway (defined by

your system admin).

[ To... | LE00.55512| 8¢, abe com
m e |

Subject: FaiZore Message

attach... | B FaxCore doc (1048)

Attach document(s), enter subject

Thiz message was sanl uging FaxCoral

and message text if needed and
click Send.

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.

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



Searching for a Message

USER: BOB.JOMES
Search Criteria

To locate a message, click the SEARCH tab.

FAXCORE

USER MEMU
SEARCH
LOGOUT

(W) ¢ | Trsck # [CSID] Status |Errors|# Pages]  ~ Sent/Received ~_|Folder]

Frombate [ ||T 120 contractol Bob Jones Accounting Myco deliver Mo 3 01/13/2003 03:02:11 PM
To Date [1|F us Bob Jones Joe Jshnson Myen complets No 3 01/13/2007 02:43:09 PM
Message # I—l Record(s) 1 - 2
Tracking#  [__] —— ,
cebvaied s [ Enter the search criteria in Search tips:

; the left pane and click the e To limit the amount of matches, enter detailed
country Cade[ || Search button. criteria.
FawNumber [ ] o If you are not sure of the criteria, type as much
Email I The matches will display in as you know and let the search engine help.

; a list like above. e You can cancel, hold, release and delete
Email Domain [ ] -

messages from the list.

Stals = e To view a message, click on the appropriate row.
Type =]
Errors i

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—T_

F.A E MESBACE VIEWER
¢ EDI I WETW
pom: l;'-f- i | Seale by: [oamm] f-rosm) [-1om] [et o [+2vm] §+30%]
| Erate Craated BRI dg=] H1B0 daa] 1290 s
[ ey il E'm--u rotated ak: [B deg] [50 deg] 120 Seg] (270 deg]
| st cormplate | =
Defrvary: |dos Kfreo - in - I

i | Trumbreds - e
, - FAXCORE
| poemazsg ey [uesTy | I EVERT FAT S MSSEI0M CUTRCAL.
e (—— 1 i

Bulck Gubde fo Swnding & Messags with Faxlara

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:

e Time created and completed e List of recipients and transmission replay
e Total transmission time for each

e Status of all deliveries and notification e Details for each delivery attempt

e Total number of pages e Error messages

e Billing information and costs



Forwarding and Resending Messages

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

MESSAGE VIEWER

FA.: CDHE ACTIONS

USER: BOB.JONES

10: 116 : , = Sedact Fiwward Defvery

Date Created: 01/13/2003 | Delivery: [ soe dabzon . fax =l Mpages || |
Time Created: 01:43:0% FM « [T =

i3t Download Type: [ ][ unzemctanpages || Resend Defvery |
Statug: camplate | Carsrate Doranibosd Link I

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.

Add any additional recipients or documents.

Complete the send page and click SEND MESSAGE.

vk

Saving Messages

MESSAGE VIEWER

FAXCORE [ view [ oeran GG

USER: BOB.JONES

o 116 4 =

Date Created: o1/13/200y | DEvery: [ e dohnson - fax >|][ SelectatPages ||  ForwordDebvery |
Time Created: 01:43:0% PM | Typa: | TIF e Uniselect Al

Tracking Key: Download Type: | | Pages 1 FResend Dedivery |
s camplete [ DOWNLOAD DELIVERY ] [ Generate Cownload Link |

e [rr—

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

USER: BOB.JOMES

Your user profile contains four areas: 1 Menu
Personal info, Change Password, General E||’_j Erofile
Settings and Receive Settings. - [ Personal Info

D Change Password
D General Settings

Note: Some information is set by the

System Admin. ----- [ ] Receive Settings

Personal Info

e Update your name and company information.

e Set defaults for your notifications. These defaults can be overridden on
the send page.

e Enter your delivery information, such as fax numbers and email
addresses.

e Choose your preferred delivery address for received faxes.

Change Password

e You can change your password from here. You will need to know your old
password to change it.

e 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:

e Company - this is the information that displays on the Cover Page.

e Dialing Rules - you can set rules based on area code and country code.

e 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.

e 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.

default send attachments {cover pages) inherit? | Inherited Yalue
COVEr page [Srsluromamf.‘ovcri’ﬁm | [re =] | |
2dditional [ =] e =] | |

Receive Settings

e Choose which address you want your received faxes to be delivered
to.

e Choose the delivery format of your received messages (PDF or TIF).

e 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

e Select the Create Contact(s) button.

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

e You can select the default
notifications for the contact.

e When all information is complete,
click Save.

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

Add Groups
e Select the Create Group(s) button.
e Name your group.

e You can add generic recipients to the

group or add contacts from your
address books.
e Click Save.

Select the SEND tab to
send a message.
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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.

e 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.
e To delete the folder, right click on the folder and choose Delete.

Uploading Documents

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

Label field.

e Browse for the document and click SAVE. Document will be uploaded and rendered.

Document Information

I h&mmﬁw&mmsn

| created [rgco0siis12eM

Folder [ ctterat= x| visibility [private =]
Type |:'1'.:.:-:':::.'~" ;l Ftl:ndl:rinu| pewesic - betber performance ;l
Label b-p | Descnminn| |
Status [The document is currently rendering, please check back shortly]

[Dl]WNLEIﬂ.D]lZ.'.". s ahd SeflingstbasilDesitoprSample woabade imagesBUSIN00_shaking Pands pa |

| woRHFLOW | | Token Reference |

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.
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