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Contacting ESNA Technologies

This document provides a single source for information regarding the fax features of Esna Technologies’ Office-LinX

program. It includes excerpts from other guides concerning faxing on the UC System.

Please refer to the Client Applications Guide and the Server Configuration Guide for further information.
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Tel: 905-707-9700

Fax: 905-707-9170

Website: www.esnatech.com
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Outbound Fax Services

Outbound Fax Services (J

esnatech”

Introduction

While most business interactions occur digitally, faxing still remains a required feature for many end
users. This is especially true when it is necessary to send faxes due to technical limitations or the
legalities involved. Rather than having to purchase a fax machine for such occurrences, UC users can
conveniently send faxes right from their computer’s desktop digitally through the Office-LinX server if
it has the proper license and features enabled.

Requirements

The fax may be sent out from your computer through these methods:

1. Windows Fax Services: The advantage of this method is being able to send virtually any item as
a fax. As long as the software that you're currently using to view the document/image supports the
print function, you will be able to send any content as a fax by printing it through the fax services
which will be integrated with your Office-LinX server. However, this method requires a complex
configuration process.

Refer to Fax via Windows Fax Services (Windows 7) on page 2 or Fax via Windows Fax
Services (Windows XP) on page 8 to use this method.

2. eMail Client: The advantage of this method is being able to send a fax from anywhere you have
access to an email client without having to configure anything. Whether it is a web-based or
dedicated client, you will be able to send a fax through the Office-LinX server as long as you can send
out an email. But unlike the first method, you will be limited to file types that are supported by the
server when sending a fax (i.e. if the server does not recognize a certain type of file, the fax request
will fail).

Refer to Fax via email Client on page 13 to use this method.

3. Fax Gadget: This method is virtually identical to the email client method but is streamlined for
use with Web Client interface which can be accessed directly or through client applications such as
UC Web Gadget.

Refer to Sending a Fax through Fax Gadget on page 15 to use this method.

Office-LinX
Copyright © 1992-2011 Esna Technologies Inc.
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Fax via Windows Fax Services (Windows 7)

Configuration

Please follow the below steps to configure your client machine with the Windows Fax services.

Warning: This configuration must take place before installing UC Client Manager. If UC Client Manager already
exists on your desktop, remove the application, enable the fax services, then install the application again.

1. Go to Start>Control
Panel>Programs and Features.

@ Note: Change your viewing style to
icons to view the list of applications
instead of categories.

2. Click on the Turn Windows features

on or off link on the left pane.

E=m e |

mv v Contrel Panel » All Contrel Panel tems »

- | ‘fl | Search Control Panel Fel ‘

Adjust your computer's settings

PActlon Center

b Backup and Restore
\‘_GP Date and Time

a Device Manager
@ Ease of Access Center
& Getting Started

€1 Internet Optieons
& Mouse

& Parental Controls
Phone and Modem
& Recovery

¥ Sound

18 System

82, User Accounts

8 Windows Defender

@AdmlmstratlveTools

g‘ Color Management

e Default Programs

@ Devices and Printers

Folder Options

#, HomeGroup

Keyboard

%% Network and Sharing Center
M Performance Information and Tools
3@ Power Options

& Region and Language

& Speech Recagnition

| Tackbar and Start Menu

& Windows Anytime Upgrade
B Windows Firewall

View by:  Small icons ~

@AutoP\ay

Credential Manager

ﬂ Desktop Gadgets

!‘ Display

[JA Fonts

& Indexing Options

Lecation and Other Sensers
B Notification Area Icons

B personalization

Programs and Features

™ RemoteApp and Desktop Cannections
@) Sync Center

[ Troubleshooting

Windows CardSpace

EF Windows Update

L « All Control.. » Programs and Features

~ [ ¢ || s20rch Programs and Features

Control Panel Home

off

View installed updates

&) Turn Windows features on or

Uninstall or change a program

To uninstall 2 program, select it from the list and then click Uninstall,

Change, or Repair.

Organize +

=~ @

Mame ~ Publisher

Currently installed programs Total size: 33.5 MB.
1 programs installed

Installed On  Size Versicn

Office-LinX

Copyright © 1992-2011 Esna Technologies Inc.



Outbound Fax Services

3. From the feature window, enable the following features.

. Print and Document Services
+Internet Printing Client
+Windows Fax and Scan

Click OK when finished.

|Z[ Note: If these services are already installed on your computer,
please skip to step 6.

4. Windows will add all the selected components. This process may take

a while.

5. If you are asked to restart your computer, click Restart Now to reboot.
6. Once the computer finishes rebooting, install UC Client Manager on your

computer.

7. Once you are finished with the UC Client Manager installation,

go to Start>Programs>Windows Fax and Scan.

8. Open Tools > Fax Settings.

File Edit View |Tools | Document

Turn Windows features on or off

To turn a feature on, select its check box, To turn a feature off, clearits
check box. Afilled box means that only part of the feature is turned on,

=] @_h Print and Document Services
[¥] |, Internet Printing Client
[711) LPD Print Service
[7]) LPR Port Monitor

I 5can Management|

[#] J, Windows Fax and Scan

Please wait while Windows makes

features. This might take several minutes.

changes to

&

]

Cancel

changes

You must restart your computer to apply these

Before restarting, save any open files and close all pregrams.

[ Restart Now ][ Restart Later

|55 Windows Fax and Scan

Help

Contacts...

Options.,

Sender Information..,

Cover Pages...

Forward as E-mail | 5 Re:

Subject Start Time Pages Size  CallerID

Welcome to Wind..  1/25/2011 1:34:49 PM 1 1Ke
Fax Status Monitor..
Receive a Fax Mow..,
Fax Settings...
Fax Accounts...

I r
/
Welcome to

Windows: Fax and Scan

Gne place toscon and fox your documents

FAX: You can send and receive faxed documents on your computer withaut using a fax
machine. You can also print e-mail, or save a copy of your faxes.

To get stamed:
1 Connect s phone line to your computer.

T your computer nieeds an extemal madem connect the phone ta the modem and then connect the modem
your computer,

Display Fax Properties

1ltern [0 &l fax accounts are accessible

Office-LinX
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Office-LinX Fax Guide

from the list.

You must also make sure that Allow this device to send faxes check & foves
box is enabled. Allow the device to receive fax calls should be

disabled since you will be receiving your faxes through the UC server.
You should only enable this check box if you have a specific reason to

do so.

Click OK to save your changes.

10. Open Tools > Fax Accounts.

11. Click on the Add button.

12. Select the Connect to a fax modem option.

From the General tab, confirm that the Device name is EEFSP as shown
here. If not, click on the Select fax device button and choose EEFSP

1

Fax Settings =3

General | Tracking | Advanced | Secuiiy|

Chuoose the fax modem that you want to use to send and receive

Dievice name: EEFSF Line 0

Select fax device..

Send/ieceive options
Allow the device to send faxes

[Tlilow the device to receive fax calls

Manually answer

@) Automaticaly arswer after 11+ rings

ok | [ cancel | [ gey |

(15 Windows Fax and Scan

File Edit V\ew Document  Help

Sender Information...

u i Fax Cover Pages...

¥ Incomit Contacts..
i Inbox Fax Status Monitor...
& Drafts
& Outhox Receive a Fax Now...
Sent Ite} Fax Settings...
Fax Accounts...
Options...
Fax Accounts :

To send or receive & fax, you need to have an account. If you add more than one (for
example, if you connect to a fax server and a modem), choose one to use by default.

AccountMame s Server Status

Remove

Setup vour computer to send or receive faxes

() &8 FaxSetup

Choose a fax modem or server

To send and receive faxes, you need to connect to a fax modem or server,

Connect to a fax modem
Ihave a modem that is built in or connected to my computer.

= Connect to a fax server on my network
Make sure you know the server name, for example: \\mycompanyfax

Cancel

Office-LinX
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13. Define the name as necessary. You may leave it as the

- . =S
default value or rename it according to your @ Po—
preference. In most cases this item should be the only
device configured on your computer. If not, please Choose a modem name

ensure that Use by default for sending faxes radio
button is enabled before continuing. Click Next to
continue.

Type a name that will help you identify this moder when sending a fax.

@ Use by default for sending faxes

Do not use by default for sending faxes

14. Choose Answer automatically (recommended)
option. @ =) FaxSetup

Choose how to receive faxes

Vour computer is ready te send faxes but yeu still need to choese how to answer incoming
phane calls befare you can receive faxes, After choosing an aption, you can creste 3 new fax.

& Answer automatically (recommended)
Windows will answer inceming fax calls after five rings.

& Notify me

I'll choose whether to answer incoming fax calls.

= I'll choose later; L want to create a fax now
You or an administrator may change the fax receive settings later.

Cancel

15. If you are prompted regarding your Firewall, click on
the Allow access button at the bottom of the window.

16. Your computer is now ready to send fax messages. @ Windows Firewall has blocked some features of this program

Office-LinX Fax Guide

&P Windows Security Alert =3l

Windows Firewal has blocked some features of Microsoft Windows Fax and Scan on al public,

Note: Keep in mind that you must be logged into UC private 2nd domain netwarks.
Client Manager in order to send faxes. & S —
g Publisher: Microsoft Corparation
Path: Ctiwindows\system32\wfs. exe

Allow Microsoft Windows Fax and Scan to communicate on these networks:
Domain networks, such as a workplace network

[T Private netwerks, such as my home or work netwark

[ Public networks, such as those in airporte and coffee shops (not recommended
because these netwarks often have litle or no security)

What are the risks of alowing & program through a firewall?

Allow access Cancel

Office-LinX
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Sending Fax from Application

Once your computer is configured for faxing, you will be able to send

_ - . . A N =0 Print =3
faxes from virtually any application which can print using the default oo |
Windows print tool. To send a fax, select Print from the application -
. . . . t it
(e.g. Microsoft Office Word, Adobe Acrobat). The Windows Print s
. . e &dd Printer 0 Fax (redirected 1)
Window will appear. = PDF Writer (redirected 1) = Microsoft Dffice Docum:
R R R EiFax == Microsoft XPS Documen
Select Fax as your printer then click Print. . - y
N . . Status: Ready
Note: You must be logged into UC Client Manager in order to Looation
send fax messages. Fommert
Page Range
@ &) Mumber of copies: 1
Selection Current Page
Pages: Callate
1 52 g3

A new window will open so that you can enter the
destination and other components of your fax
message. The document you have chosen to send as
fax will appear as an attachment to the message.

1

o

B Test Fax

Wiew Insert Format Tools

= o =

Help

Cover Page: (Nane) -
o Ensure that the Dialing rule is set to UC Location. | |[= [r77sassass | IDiaIingruIe: I
© . . Subject [Test F
= All other fields, such as Cover Page, Subject and I; ‘el: — .
_ . 3 ttach: 1CEBCBFEBOFDC.Aif (621 be
O Body are optional fields which you can use to MGl | |
X customize your fax message. Arial - ruAlE
al u A
L When you are ready to send the fax, click on the 1
>é Send button.
=
1
]
2
=
o
The fax status WIndOYV will appear display your fax’s . JE TR, )
status. Once the fax is completed successfully, you will be
informed as shown here. Redlaw i sEs
) . . Ready to send a fax
If the fax fails for any reason, you will be notified of the reason
for the failure in the status window. Please consult your system
administrator if you are having trouble sending faxes.
Note: You will be able to keep track of all your outgoing Disconnect
faxes and monitor them as necessary from Windows Fax oot . o
and Scan application available on the Start menu. Im“”ma‘“”“““E“f“””‘ 0073 PM
e fax call1s hinished, 200:22 PM
ﬂFaxJob is uploaded to UIC server 2:58:37 P 3
1y Uplaading fax job to UC server 258:35 PM
1 Logging in an LIC server 258:33 PM
ﬂCunnectlonto UC server established 2:58:32 PM
ﬁlmt\a\izmg connection to UG server 2:58:30 PM4
1 Fax job definition parsed successfully 258:29 PM i
Office-LinX
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1
Receiving and Viewing a Fax

1. Select Start > All Programs > Windows Fax and Scan. This utility detects incoming faxes and stores them
in your inbox.
2. To view a fax click Inbox, then double click on the fax you want to view.

Cancelling a Fax Job

You can cancel any fax you have set up to be sent at a future time.

1. If Fax is not open, select Start > All Programs > Windows Fax and Scan.
2. To cancel a fax click Outbox, then right click on the fax you want to cancel.
3. Click Delete to cancel the fax.

4. Click Yes.

Automatically Send Retry

You can set up Fax so that it continues trying to send your fax if the receiving fax machine is busy.

|Zl Note: Fax is automatically set up to retry three times at 10-minute intervals.

% 1. Select Start > All Programs > Windows Fax and Scan.
8 Go to Tools = Fax Settings > Advanced.

x 3. Specify the Number of attempts. Enter the Dial again after value (in minutes) to specify the amount of time
E to pause between attempts.

X 4. Click OK.

=

-

]

2

=

o
Office-LinX
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1

Fax via Windows Fax Services (Windows XP)

Office-LinX Fax Guide

Configuration

Please follow these steps to configure your client machine with the Windows Fax services.

® Warning: This configuration must take place before installing UC Client Manager. If UC Client Manager already
exists on your desktop, remove the application, enable the fax services, then install the application again.

1. Navigate to Start > Settings > Control Panel > Add/Remove Programs. Doubleclick on the icon. The

following screen appears:

Ef Add/Remove Programs

StarTeam 4.0
[ surf Accuracy

E| Computer Graphic  Telephomy Office Link
E| Computer Graphic  TOLEE Administration

@ TvUPlayer 1.5.12

i UC Client Manager

5 Update Rollup 1 For Windows 2000 3P4
VE VNC Free Edition 4.1.1

@ Winamp (remave only)

Currently installed programs: Sork by:| Name -

Size

Size

Size:

Size

Size

Size:

=10l x|
25.4me 2l

B76KE

12.4ME
16.7MB

1.57ME J
1.87MB

2. Select Add/Remove Windows Components. The Windows Components Wizard screen appears:

Windows Components Wizard

‘Windows Components

*You can add or remove compenents of Windows XP.

To add or remove a component, click the checkbox. A shaded box means that only
part of the component will be installed. To see what’s included in a component, click
Details

Components:

1 i Intemet Information Services (1LS) 135 MR

Description: Allows fax to be sent and received

Total disk space required 60.3 MB
Space available on disk: 46025.5 MB

X

[ <Back [ Mew> | [ cencel |

3. Select the Fax Services checkbox. Click Next.

4. You may be asked to provide a installation disc depending on your computer settings. Once the process is
complete, you will have the ability to send faxes from your desktop.

Office-LinX

Copyright © 1992-2011 Esna Technologies Inc.



Outbound Fax Services

Sending Fax from Application

1. Open the document/image that will be sent as a fax from.

Select the Print action. This action is normally under the File > G

Print menu.

3. When the print dialogue appears, select Fax as the printer then

click OK.

4. The Send Fax Wizard screen appears:

2lx|
Printer
Hame! B =] Properties
Statusi  Idie
Type: Wwindows MT Fax Driver
Where: MSFA%: ™ Print to file
Comment:
Page range ~Copi
& al humber of copies:
€ Current page € Selection
e I~ collate
Enter page numbers andjor page ranges
separated by commas, For example, 1,3,5-12
[ Zoom
Prink what:  [Document x| | Pagsspershesti [ipage v
Print: 4l pages in range ] | Scelstopspersize: [uoscaing |
Cptions. . Cancel

Send Fax Wizard

&

Welcome to the
Send Fax Wizard

This wizard helps you create and send a fax,

]
O
's To fax a document, create or open it in a Windows-based
O application, and print to a fax printer.
X
©
Lo
x
£
5
O
Q
=
@]
| Net> | [ Cancel ]
5. Click Next. The Recipient Information
. P Send Fax Wizard @
screen appears:
: . . Recipient Information
6. Specify the following: Enter the name and number of the person you want to send the fax to, @
. In the To field, Specify the name of the or click Address Book to select a fax recipient
recipient.
To John Carted Address Book...
Hint: Click on the Address Book button to :
. - . Location: Canada (1) v
find the recipient in your personal address
book. Fax number. [ (305 )
A i Qse dialing nies UC Location w
. From the Location dropdown list, T sand b5 molicle seckrie P T T
N 0 el O IO [ECIpIENtS, IYPE BaCH IECIPIENT S INFOIMSoN Al 2, an en
select the location (country) of the click Add to add the recipient to the fist below,
recipient. Recipient name Fax number
. In the Fax number fields, specify the John Carter +1(905) 5551212 H
fax area code and number for the —
recipient.
. Select the Use dialing rules checkbox
if you want specific dialing rules to
apply. Select the dialing rules from the [ <Back || Mew> | [ Cancel |
accompanying dropdown list.
|Zl NOTE: To create a new set of dialing rules, click on the Dialing rules button.
Office-LinX
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10
7. Click on the Add button to add the recipient whose information you have just specified.
|Zl NOTE: You can add as many recipients as you wish.
8. Click Next when you have added all desired - >
L . Send Fax Wizard
recipients. The Preparing the Cover Page
screen appears: Preparing the Cover Page
Select a cover page template, and type a subject line and note if required by the
9. From the Cover page template dropdown template.
list, select the cover page template you This information is automatically added ta the cover page.
want to use. [] Select a cover page template with the following information
10. In the Subject line field, enter subject text - = -
for the fax cover page. Cover page Jemplals; | confdent S
11. In the Note box, enter message text for the bmctine
fax cover page. |Enter the Fax Subject Here i
MNote:
;Type the cover page message here.
<Back || Mews> | [ Cancel |
[} .
© 12. Click Next. The Schedule screen appears: z
‘5 Send Fax Wizard
o 13. Select one of the When do you want to
x send this fax? radio buttons: Schedie - @
Specify when you want your fax to be sent. and set priority.
L‘E - Now - send the fax immediately Higher priority faxes will be sent first.
X +  When discount rates apply - send .
-5 the fax the next time discount phone ",?e” st send b
{* :
GIJ rates apply =
o +  Specific time in the next 24 hours - ?%eh_d's_m”fn S
'5 send the fax at a specific time in the e e 2]
next 24 hours. If you select this radio TR
button, you must then specify a time of e
day from the accompanying spin-box O High
14. Select one of the following What is the fax %) Horl
priority? radio buttons: OLow
. High - high priority for sending fax
. Normal - normal priority for sending
fax
+  Low - low priority for sending fax <Back || Med> | [ Cancel
Office-LinX
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11

15. Click Next. The Completing the Send Fax
Wizard screen appears:.

16. If you want to preview your fax, click on the
Preview Fax button. Otherwise, click
Finish. To confirm that your fax was sent
successfully, check the Sent Items folder
of your Fax Console application.

Viewing the Status of a Fax

Communications > Fax > Fax Console.

not already expanded). The following list
describes the folders under Fax:

are currently being received.

Office-LinX Fax Guide
N

Send Fax Wizard @

Completing the Send Fax
Wizard

You have successfully created a fax as followes:

From: Jane Porter

Fax nurnber
+1(905) 5551212

Recipient name
John Carter

Cover page template: confdent

Subject; Enter the Fax Subject Here
Time to send: MNow

To send your fax, click Finish.

<Back |{_ Finsh | [ Cancel |

1. Select Start > All Programs > Accessories >

# Fax Console

File Edit View Tools Help

In the left hand pane, click to expand Fax (if

¢+ The Incoming folder contains faxes that

= Gy Fax o StartTme ¢ | TSID | CalerID

£3 Incoming

1] Inbox

#3 Outhox

|] Sent Ttems

Pages Status Size  (CSID

For Help, press F1 0 Items 5 Ready

. The Inbox folder contains faxes that have been received.

. The Outbox folder contains faxes that are scheduled to be sent.
+ The Sent Items folder contains faxes that have been successfully sent.

3. In the left hand pane, highlight a folder.

4. In the right hand pane right click on the fax you want and select Properties.
5. On the General tab, check the status of the fax under 'Status’.

|Zl Note: If an item is in the Outbox folder, then the fax attempt has failed. Until all retries have been
exhausted, Status will read Pending. If all retries have been exhausted, Status will be Failed.

Office-LinX
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1

Receiving and Viewing a Fax

1. Select Start > All Programs > Accessories > Communications > Fax > Fax Console. The Fax Console
detects incoming faxes and stores them in your inbox.

2. To view a fax click Inbox, then double click on the fax you want to view.

Cancelling a Fax Job

You can cancel any fax you have set up to be sent at a future time.

1. If Fax is not open, select Start > All Programs > Accessories = Communications > Fax > Fax Console.
The Fax Console appears.

2. To cancel a fax click Outbox, then right click on the fax you want to cancel.
3. Click Delete to cancel the fax.
4. Click Yes.

Automatically Send Retry

You can set up Fax so that it continues trying to send your fax if the receiving fax machine is busy.

|Zl Note: Fax is automatically set up to retry three (3) times at 10-minute intervals.

[}
'-g 1. Select Start > Control Panel. The Control Panel appears.
o If your Control Panel is in Category View, click Printers and Other Hardware. Click View installed printers
é or fax printers. The Printers and Faxes screen appears.
v oR
£ If your Control Panel is in Classic View, doubleclick the Printers and Faxes icon. The Printers and Faxes
o screen appears.
_8 3. Right click Fax and select Properties. The Fax Properties dialogue box opens.
:8 4. Click the Devices tab, then Properties. The Modem dialogue box opens.
5. Specify the number of retries and the amount of time between retries.
6. Click OK.
Automatically Cancelling a Fax
If your PC tried to send a fax and failed to connect to a fax machine, you can automatically cancel a failed fax.
1. Select Start = Control Panel. The Control Panel appears.
2. If your Control Panel is in Category View, click Printers and Other Hardware. Click View installed printers
or fax printers. The Printers and Faxes screen appears. OR,
If your Control Panel is in Classic View, double click the Printers and Faxes icon. The Printers and Faxes
screen appears.
3. Right click Fax and select Properties. The Fax Properties dialogue box opens.
4. Click the Devices tab, then click Properties. The Modem dialogue box opens.
5. Click the Cleanup tab.
6. Click to check Automatically delete failed faxes after and specify the number of days.
7. Click OK.
Office-LinX

Copyright © 1992-2011 Esna Technologies Inc.



Outbound Fax Services

13

Fax via email Client

1

Sending a fax via email may be accomplished using virtually any email client. This feature requires no user-end
configuration. The only requirement is that the fax email is sent to the correct domain using the correct format.

Administrator Setup

The Office-LinX server must be properly configured before users can send fax messages through an email client.
Send URL must be configured and activated on the voice server (see the Security Enhancements chapter in Esna
Technologies’ Server Configuration Guide).

An active email account and client are also required.

Under Office-LinX Admin>=Configuration=VPIM/SMTP, set Use email verification for outbound faxing to

True.

@ File  Ackion ‘iew Language ‘Window  Help
&= |75 |o=|H
. . Parameters =~ Yalue Data
= @ f%ngit'::;'; mrmat for SMTP Forwarding I POF
" _J Fax gateway authorization True
[E Cuskom Interface Settings 3
&3 Dealer Info _i Fax gateway deFaLfIt commpany 1
¥ Device Management I Fax gateway domain
o ¥ Device Management Settings () Forwarding allowed True
5 Fax Settings WHTML Content True
S W Global Parameters CPHTML Filker False
) .ﬂ. HTTR __) IP Address
X _j IMAP Server __3 Mazximurm of the SMTP basks 20
(1] E‘hl LDAP Synchronization ¥ Mazimum of the YPIM tasks z0
= :’»'} Lags __’ Smarthost
X & POP3 Server 2 SM5 length limit 160
£ 'ﬁ; Remote Site Setting ¥ SMTP Enabled True
- B Reor £V SMTP Part &s
8 ﬁ Reparts _J The raaximurn number of incoming connections =)
E 5&. ?:Eproa:j?;rttings _: The number of attempts before delay notification z
o (=0 The number of delivery attempts 10
@] 2 R D THEF Extension sutomatic. .
4 | | LI_ Lse email verification For outbound Faxing
|
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Sending a Fax
Note: This guide will use Gmail to send the fax email. However, this process can be repeated with virtually
any email client including web based email.
Create a new email message. In the To... field, ai - ooy | Dre sates el 3¢ 307 P [0 it 30) -
type fax= followed by the number of the sl R ———
destination fax machine at(@) your company’s o
server. For example, b 0 M
fax=1234567890@companydomain.com. Buz @ P Aty Ve Mtk
The Subject line and the email message body s - 1= ByeRpERARAE SRS —
will be included with the fax as a cover page. e Fiotitie gty
Include the main body of the fax as an
H [imap)lutbox
attachment to the email. Hvaimard 0
|_|ma|\j-'lrm ]
|Zl Note: Only TIFF and TXT formats are e
supported by default. However, if the fﬂ?['}:‘iﬁ;“@]
server has the appropriate programs Deloted o
installed, other formats can be used as Ak El
well (PDF requires Acrobat Reader 9, 0 Sere Oistaa [SOR sstRwied ol 0ZERR) oAos oyl
DOC and DOCX require Microsoft Office).
Send the email when you're ready.
o The message will be accepted by your server and processed into an outgoing fax job.
=)
=} . .
© Fax Activation
@©
L
< To prevent spam, once you have clicked the Send button, the OL Server will send you an email to confirm that the
£ fax message is to be sent.
-1
q') This email includes a link which you must click on to authorize the server to send the fax message. Click on the link.
o
=
© Activate your fax request 1mbox | x
Postmaster to me
Please click on the link to activate your fax request
http:Hyctranscribe. esna. com/UCUMST/O21kPYE e mimeSESIEE 1 ZLN0SUQIMIMm TWI4 SUQSMETE aty
Subject: Subject I
Received: 20110515150901
Request ID: 23
If you are unable to click on the above link, please copy and paste the following URL to a web browser.
Reply Foreard
The system will respond with a message verifying that the fax has been queued for sending. The message status
can now be tracked in the fax status report folders (see page 1 for a detailed description).
Reqguest
iD: 23
\ ed
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Sending a Fax through Fax Gadget

i In office : available [ > || g
*
= L&l =] 3 u¥send Fax || M| Refresh | X Cancel

The default window for Fax
Gadget will look like this. This
window can be accessed by
logging into Web Client directly
or through a link from other
web applications such as UC
Web Gadget. To send a fax,
simply click on Send Fax
button at the top.

On the To field, enter the fax
destination number. It is best
to include all numbers including
both country and area code
(e.g. 1-123-765-4321). When
you enter the full fax number
on this field, Fax Gadget will
automatically add the Fax:
qualifier to indicate that this is
a fax message. Click on the
Attachments tab to add
content to this fax message.

Clicking on Add button will
open the menu shown here.
Select Fax File from the menu.
Click on the Browse... button
to search for a file to be sent as
the fax content then click
Upload.

Office-LinX Fax Guide

The selected file will now be
added as fax content. Click
Send to transmit the fax
immediately.

| My Messages »

{53 Mailbox - Seb
LA Dratts
S A nbox
- 13 Outhox
- Sert tems
- 1a] Deleted tems
+ [ Esra Broadcast
[ Calls
g,

et - s

"; Main Settings ¥
Z_i General Settings ¥

7% Other Features ¥

4] Log off

i In Office : Available IO
o 2 1 @] o0&l

| My Messages =

B Compose new message

%41 Send [133

F.L Send Later

A U attachments

{559 Mailhox - Seb
L Dratts

Number

Save and Close | Close

1

Mo of Retries

Sensitivity:[ Normal -

r Mark Certified - Request read
receipt

L inbox

{3 Outhox [Fec+:10007009000, I
{4 Sert tems [T | |
1a] Deleted ftems:
i Esn Broadcast [&lce || |
[ calls
=gl My Faxes (2] pee] | |
” ) subject | |

a; Main Settings ¥
2] General Settings ¥

7% other Features ¥

_J Lag off

&ﬂln Office : Available IQ
o 2 el o0&

| My Messages =

™ Compose new message

(553 hailoox - eb

- LA Dratts

L Ao

L] uthox
L= Sert tems

Main Message
% Fladd * [XRemove | Z]| @)

|1 File n

Length/Size

¥ New Text

- 13 Deleted tems
[ Esna Broaccast
[ Calls

Ll My Fazes

e v P

"; Main Settings ¥

2] General Settings ¥

?- Other Features ¥

14 Log off

In Office : Available IO
o 1 4 0 &l

| My Messages »

Er
e u
mﬁ Fax File Biowse.

1BV message

{53 Mailbox - Seb
Lo F|Dratts
{ A Inbox
{3 Outbox
{4 Sert tems
+13] Deleted tems
* [ Esna Broadcast
[ calls
Ll My Faxes

et - s

"; Main Settings ¥
Z_i General Settings ¥

7 other Features ¥

4] Log off

& Save and Close | Close

Main Message
3 Fadd ~ [XRemove | 2| @)

™ O Description

Length/Size

™ [testtif

3768.4 KB
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The fax message you’ve sent
will now be listed under My
Faxes section. You will be able
to easily check on the status of
the fax to ensure that it has
been sent out. If the status
doesn’t change to Sent within
a reasonable amount of time,
or if the fax message fails
repeatedly, please contact your
system administrator for help
regarding the matter.

In Office : Available |0

E_ My Faxes:

o 1 4

(£ Mailon: - 5eb
{7 Dratts
o A Inbox
{3 Outbox

&[4 Sert tems
13 Deleted ltems

t ] Esna Broaccast
E Calls

[” [ Created Date Nurnber \Description Status Mo of Retries

r @ 2010 Aug 3, 12:57  1({000)7009000 10007005000 I Initial I s

o0&l

% Main Settings ¥
2] General Settings ¥
m Other Features ¥
Lag off
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My Messages

My Messages allows you to navigate through your message folders, and
also to manage the individual messages that are located within the folders.
Aside from message and folder management, you will be able to compose
numerous types of messages and send them through the convenient web
interface which eliminates the dependency on email or other client

software to send messages. Please refer to the respective topics for more
information.

Inbox Toolbar

In Office : Available |1'_\-
o2 o & o &

- Calls
{a My Faxes

% Main Settings ¥
General Settings ¥
@ Other features ¥
Log Off

The following buttons allow you to perform various tasks from your Inbox:

Button Name Function

s New This button allows you to compose a hew message or contact.

kel Reply This button allows you to reply to a selected message.

[iReply ta Al Reply to All This button allows you to reply to all recipients of the original message.
98 Farward. Forward This button allows you to forward the selected message.

[eoy Copy This button allows you to copy the selected message(s).

| nave, Move This button allows you to move the selected message(s).

B Delete This button allows you to delete the selected message(s).

5] Empty Deleted Folder |This button allows you to empty your Deleted Items folder.

& Refresh This button allows you to refresh/reload the current page.

Views This button allows you to select which type of messages will be shown.
@ Help This button provides access to help content related to the current page.
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Reading a Message
To read an email, click on the From link of the
email that you wish to read. If you wish to New' _%Reply z_ﬁRepIy to All W Forward --'?:‘Copy L -'?:‘Move )( @ ,E] L Wiews - @)
perform an action on a mail entry without going ) : :
. . = (] [m Fram Subject Received LengthiSize *
into the content, simply select the messag_e(s) - o Lnda Happy Birthday 2009 Jun 9, 12:25 214bytes
by using the checkboxes on the left most side of El.lﬂ@w e T TTTT e
the message list, then select the desired action [ & B2 . et Hn :
such as move. - = Adam Exchange ZK7 2009 Jun 9, 11:26 603bytes
<adam@e.ca= canfig fo...
Il = ] Adam Cornrunication 2009 Jun &, 16:12 616.5 KB
zadam@e.ca> Ma...
Message |C0n5 - =] Linda fou are 2009 Jun &, 12:56 605bytes
=Linda@esa.com= cardially invi...
i = 1.3 KBLI
The following nine (9) message icons are used (102) MApage i of 6 b M
to represent information about each message in
your inbox:
Icon Name Function
'I:Ij New Voice Indicates a voice message that you have not yet listened to
'Ij Old Voice Indicates a voice message that you have listened to
j Unread Email Indicates an email that you have not yet read
]
.'g Read Email Indicates an email that you have read
O]
X = Fax Indicates a fax message
® r;aJ
L
>C< ‘ Urgent Indicates an urgent message
'_|T %
8 5 Confidential Indicates a new (unread) confidential message
£ |
O i Read Confidential | Indicates a read confidential message
=
llﬂ Attachment Indicates that an attachment accompanies the message
Scroll Buttons
The following buttons allow you to scroll through your messages:
Button |Name Function
First page of messages Scrolls to the first page of messages in your Inbox
L |
Previous page of messages Scrolls to the previous page of messages in your Inbox
4 pag g p pag g y
b Next page of messages Scrolls to the next page of messages in your Inbox
M Last page of messages Scrolls to the last page of messages in your Inbox
Office-LinX
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Opening a Fax Message

2

When you receive a fax message, you will be able to open the fax attachments from the Web Client through the
default Microsoft Windows Fax viewer. You may choose to either save the file to your local computer and then open
it or simply open it on the fly.

Note: If there is more than one attachment, click on the Attachments tab and select the fax message that

you want to view from the list of attachments.

Composing a Message

Creating a Fax Message

The Web Client interface allows you to compose and send a
fax message. However, the fax content itself must have been
produced by some other application and saved in a
supported format (.tif or .fax files).

1.

v

The To, CC and BCC fields can be the extension number
of a party within your corporation, or an external fax
number.

The Subject and Message Body entered here will
appear as a cover page on the sent fax.

To attach the fax itself, click Attachments>Add>File
and browse to the fax file. Once selected, click Upload
to embed the fax into the message.

Click Send to transmit the fax.

Note: You may send other file types (e.g. pdf, doc,
etc.) as a fax message if your server has been
configured accordingly.

Adding Attachments to a Message

B Compose new message
%21 Send |1Z send Later [ Save and Close | Close | @Help

Importance: |Normal ¥
Bl |

2| ce

(2] Bec

Subject

¥ [Mark Certified - Request

Sensitivity:| Normal
read receipt

Aside from the attachments that are generated for you (i.e. fax and voice
messages), you can also attach other files to your message through the
attachment tab. To attach a file, click on the Add button. You will have four
choices when you do so as shown here:

File: Click on Browse button to select a file you wish to attach. Click on the
Upload button once you have made your selection to attach the file to your
message.

New Text: A simple text editor will appear. Compose the text then click save. The

text file will be created and will be automatically attached to your message.

Main Message
L deladd ~ [HRemove | 2] @)
I [0 Description

Length/Size

3 Fadd - |
|03 File

f__'_? Mew Text

@0 Mew Woice

'.;3 Fax File

New Voice: A recording tool will appear. When you record the message, a voice file will be automatically attached
to your message.

Fax File: Click on Browse button to select a file you wish to attach. Click on the Upload button once you have made
your selection to attach the file to your message.

Office-LinX
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The My Faxes folder contains the details of all fax messages that have been sent.
In Office : Available . | %) ?.', My Faxes:
o &
5005:5005 Created Date: 2011 May 26, 9:43
Failed - Initial
5003:5003 Created Date: 2011 May 26, 9:40
Sent: 2011 May 25, 16:4% |
r @5003:5003 Created Date: 2011 May 26, 9:37
Sent: 2011 May 25, 16:36
r @5006:<5006> Created Date: 2011 May 26, 5:35
Failed - No Answer: 2011 May 26, 9:35
- @5I]I]5:<5l]l]5> Created Date: 2011 May 26, 9:30
Failed - No Answer: 2011 May 26, 9:31
Office-LinX
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Fax Status Reporting

Whenever a fax message is sent or received by the UC server, an entry will appear in Admin>Fax
Jobs so that the administrator can easily view and manage faxing. All fax jobs will appear in one of
three folders and will be moved accordingly.

Outgoing: This folder contains the details of all faxes that are currently being sent that have neither
finished nor failed.

Completed: This folder contains the details of all faxes that have been successfully sent.

Failed: This folder contains the details of all faxes that could not be sent. The system has stopped
trying to send the fax.

Office Linx Adm

G Bk .
8 offee — Toeao T = Tcomperes E
i Mite! - Mitel 3200 128 8032 Bily Sond  5003: 5003 Sent 2011May-25 443 PM 2011-May-25 4:43 PM
= -’ Default @124 £032: Billy Bond 5003: 5002 Sent 2011-May-25 4:36 PM 2011-May-25 4:36 PM
Mailbox Structure @21 50320 Blly Bond 5003 <5003 Sent 2011-May-25 3:51PM 2011-May-25 3:52 PM
Feature Group g 11s &032:BillyBond 5003 <50033 Sent 2011 May-25 2127 PM 2011-May-25 2:27PM
Lo @7 Offica-Link Server 5003 5003 sent 011May-25 2:15PM 2011May-25 Z17PM
D; 3:‘::”:;1"‘5 @1 Office-Link Server 5003 5003 Sent 2011May-25 212 PM 2011-May-25 2:14 P
e @lus 6032 BllyBond 5003 <5003> sent 2011-May-25 2:00 PM 2011-May-25 2:02PM
@ 114 6035 5003: pagenumberfix Sent 2011-May-25 Li57FM 2011-May-25 1:58 FM
- i toba @ 113 6035 5003: pagenumberfix Sent 2011-May-25 1:46 PM 2011-May-25 1:48 PM
a Outgoing @ 112 6032: Billy Bond 5003: <5003> Sent 2011-May-25 1:40PM 2011-May-25 1:42PM
Completed gl 102 6032: Bily Bord  5003: <5003> Sent 2011-4May-25 1158 AM 2011-May-25 12:00 PM
] Falled gl 101 6032 Bily Sond  5003: james Sent 2011-May-25 1147 AM 2011-+May-25 11:48 &AM
- i 100 £032:Bily Bond  5003: <5003= Sent 2011 May-25 11:01AM 2011 May-25 11:02 AM
EB| Maibox Templates igles &032:Blly Sond 5003 <5003> Sent 2011 May-25 10:33 AM 2011 May-25 10:33 AM
[E) TSE MAP Server iglos €032:BilySond 5003 <5003> Sent 2011May-25 10:23 AM 2011 May-25 10:24 AM
= 8 Voice Server igleo: 2032 BllyBond 5003 <5003> Sent 011 May-25 10:21AM 2011 May-25 10:22 AM
B [ MEGATRON - (Active) g 6032 BilyBond 5003 <5003> sent 2011May-25 10:03 AM 2011-May-25 10:03 AM
#E Advanced “ 74 5032: Billy Bond 5003: xxx Sent 2011-May-24 %03 PN 2011-May-24 405FM
1By configuration @ 6032 Bily Bond  5003: test Sent 2011-May-24 3:27 PM 2011-+May-24 3:29 PM
@ ) 6032; Billy Bond 5003: jacob Sent 2011-May-24 ZLi37FM 2011-May-24 Li39FM
@ 65 6032: Billy Bond 5003: carmen Sent 2011-May-24 2:11PM 2011-May-24 2:12PM
@ 64 6032: Billy Bond 5003: dave Sent 2011-May-24 2:09 PM 2011-May-24 2:10 PM
@ 55 6032: Billy Bond {205) 70956 18: 20570956 18 Sent 2011-May-18 5:53PM 2011-May-18 5:55PM
@ 5 6032: Billy Bond 5003: 5003 Sent 2011-May-18 5:50 PM 2011-May-18 5:50 PM
R 8032 Bily Sond  5003: 5003 Sent 2011 May-18 4:31PM 2011 May-18 4:31PM
R 8032 Bily Sond  5003: 5002 Sent 011 May-18 405PM 2011 May-18 4:07PM
g4 &032:BilySond  5003: 5003 sent 011 May-18 306 PM 2011-May-18 307PM
gl s 2032:Blly Bend  5003: 5003 sent W011May-18 1:33PM 2011-May-18 1140 PM
S 6032 BilyBond  5003: 5003 sent 011May-18 1:27PM 2011-May-18 1:31PM
P ER 6032 BllyBond 5003 5003 sent 01May-18 12:33PM 2011-May-15 12:33PM
@l 6032 BllySond 5003 5003 sent 201iMay-18 12:35FM 2011-May-15 1236 PM
gl 6032 BllyBond 5003 5003 sent 2011May-18 10:58 AM 2011-May-18 11:00 AM
@ 30 6032 5003: <5003> Sent 2011-May-18 10:32 AM 2011-May-18 10:32 AM
i I

Each of these folders contains the following information for each fax message:
Number: This field displays the job number assigned to the fax.

Sender: This field displays the individual who sent the fax.

Destination: This field displays the Mailbox number to which the fax is directed.

Status: This field displays the current status of the fax (Initial / Pending / Sending / Sent / Cancelled
/ Failed-Busy / Failed-No Answer / Failed-Other / Failed).

Created: This field displays date and time the fax was sent.

Completed: This field displays date and time the transmission of the fax was completed.
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UC Client Manager C_)

™
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Call Manager Pop-Up

On a computer running UC Client Manager, incoming calls generate a pop-up identifying the caller. If
the appropriate options have been configured, the Call Manager pop-up will appear on your computer
screen to tell you the number and, if possible, the name of the person calling. The pop-up provides

options to answer the call, answer and record the call, transfer the call and so on.

If a call remains unanswered, Call Manager takes over the call. Once recognized as an incoming fax,
Call Manager will redirect the call appropriately. The pop-up will change to indicate that the call is a
fax, voice options for the call are removed and the status of the receipt is displayed instead.

; % Search related documents

?' Hangup

| colmiormRiER = R Gollinormation K]
'@ +1 (647) 0000000 © 5003

G Q Incoming & Incoming

> Connected @ Receiving Fax

E") To 2:38_:28 [0:23] ® Today 11:53:29 [0:39]

2, Search related documents

x Remove

&: Hold
Q Transfer -
&2 Handoff -

ﬁ Start record

x Remove

Incoming Voice call

Incoming Fax
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DIVA Fax Board Support

Office-LinX now supports the current version of Diva fax boards. These boards provide high
throughput with a 100% success rate for faxing large volumes of messages. The Diva boards are also
scalable, so when your volumes increase, additional boards can be brought online to handle it.
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