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Integrated Fax

Installing Integrated Fax onto your PC eliminates the need of a separate Fax Server, greatly simplifying the sending
of fax messages. By combining Integrated Fax with the TOL Voice Server, the User may more readily coordinate fax

messaging into his/her work day. Also, refer to Appendices A and B, dealing with Installing UC Client Manager and
Outbound Fax Services, respectively.

Preparing the User Mailbox

To prepare the User mailbox:

1. Navigate to Admin > Mailbox > Advanced. Select the Fax Desktop check box. This action enables the
Windows Account Name text field immediately below. This field should be left empty.
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2. Click on the Save toolbar icon to save the mailbox.
3. Close the mailbox.

Telephony Office-LinX

Admin Console - Fax Settings

NOTE: The following fax settings in Admin are fundamental points which must be addressed before
Integrated Fax can be employed.

1. Login to the Admin Console. Navigate to Configuration > Fax Settings. Doubleclick on Fax Settings.

In the righthand pane, locate Outbound Fax Board Type. Doubleclick on it.The Edit String dialogue box
appears:
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3. From the Value Data dropdown list, select either Soft Fax or Gammalink. Click OK.
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4. Still within Configuration > Fax Settings, locate Outside Line Access Code in the righthand pane.
Doubleclick on it. The Edit String dialogue box appears:
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5. In the Value Data text field, enter an integer value. This will serve as a prefix to fax numbers outside of the
office.

6. Click OK. You may now close the Admin Console.

7. Right click on the company and choose properties. Click on CO Channel Assignment tab. Assign a range of ports
for soft fax.
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8. Go to the Voice Services section. Make sure that the following settings are correct.
Soft Fax Channel Number: The range of ports that are used for your soft fax.

+« Example 1: If you have 8 ports of voice and your 9th port is a soft fax port, you would enter 9 as the
channel number.

+« Example 2: If you have 8 ports of voice and 2 soft fax ports, 9 and 10 being your dedicated soft fax ports,
you would enter 9-10 as the channel number.

¢ Fax Enabled must be set to True.
+ Fax Channels: number of fax channels you are licensed for
¢+ Start Fax Channel Number: Must be set to 1.
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The next step is to install the UC Client Manager on client computers.
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Phone and Modem Options

1. Go to the Server’s Control Panel and launch the Phone/Modem Options.
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2. Enter your Area Code.

3. Edit "My Location”.

4. For the server, leave “"To access an outside line for local calls, dial” blank.

5. For the server, leave “"To access an outside line for long distance calls, dial” blank.

6. For the Client machine, put your dialing out code in the “"To access an outside line for local calls, dial”
field.

7. For the Client machine, put your dialing out code in the “"To access an outside line for long distance calls,
dial” field.

8. Click on Area Code Rules then New.

9. In the area code field, enter your local area code to which the server resides in.

10. If an area code is required to dial out, please place a check mark in the option “Include the area code”.

11. If you will be dialing long distance nhumbers, please place a check mark in the option “Dial 1".
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Installing Windows Fax Services (Client Machine Only)

- To install Windows Fax Services:

® CAUTION: If UC Client Manager is currently installed on the target PC, it must now be uninstalled. Follow the
steps outlined below. Otherwise, proceed directly to Step 3.

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

~loi]

Currently installed programs: Sort by:[ame =
StarTeam 4.0 See  zeave A
=] surf Accuracy Size 676K

E| Computer Graphic | Telephony Office Link
[x] Computer Graphic | TOLEE Administration

£D S Size 12.4ME
Size 16.7MB

Size 1.57MB J
1.87ME

@ Winamp (remove only) Size

Hows 2000 P4

VE VNC Free Edition 4.1.1

2. Highlight UC Client Manager and click on the Change/Remove button. Follow the instructions. Restart the
machine when completed.

3. Once more navigate to Start > Settings > Control Panel > Add/Remove Programs. From that point,
doubleclick on Add/Remove Windows Components. The Windows Components Wizard screen appears:

Windows Components Wizard
‘Windows Components

You can add or remove components of Windows XP.

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

Compaonents:

[1 BIrtemsat Information Services (1151 135 MR

Description: Allows fax to be sent and received

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

[ <Back [ New> | [ cancel |

Select the Fax Services checkbox. Click Next.

5. The Insert Disk dialogue box appears. Insert the Windows XP or Windows 2000 SP4 disk and complete the fax
services installation.
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Installing UC Client Manager - Overview

3

UC Client Manager allows you to access in part or in full the following functionality, depending on your User type:

¢+ LanTalk instant messaging

¢ Caller ID screen popups

¢ Locations

¢ Change passwords for user login

+  Call control on incoming calls

¢ Desktop dialing
¢+ Text messaging

+ Directory

¢ Record conversation

Requirements

Minimum

Hardware/Software Requirements

CPU

CPU Intel Celeron 600mhz 128mb RAM

Operating System

WIndows 2000 SP4

Browser

Netscape Navigator 6.2+
Internet Explorer 6.0+

Recommended

Hardware/Software Requirements

CPU

Intel Pentium III 600mhz 256mb RAM

Operating System

Windows NT SP6
Windows 2003
Windows XP SP1

Browser

Netscape Navigator 6.2+
Internet Explorer 6.0+

Download and Install

Downloading UC Client Manager

Before you can install UC Client Manager, you must download the software from the Web Client login page.

To download UC Client Manager:

ok wnhH

Close all running applications and open your browser.

Enter the UC server IP address in the Address field followed by /UC, then click Go.
Select Web Client on the spash page. The Web Client login page appears.

Click on 3 | UCClient Manager. The File Download dialog box appears.

Click Save. The Save As dialog boxappears.
Select a location for the download and click Save.

TOL Frequently Asked Questions
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Installing UC Client Manager

Once you have downloaded the Client Manager software, you must install it onto your PC.

-~ To install UC Client Manager:

1. Doubleclick on UCClientManager.msi (the installation file you downloaded). The Welcome screen appears:

UC Client Manager Setup = =] 3
B

Welcome to the UC Client Manager
Installation Wizard

Itis strongly recommended that you exit all Windows programs
befare rnning this setup program,

Click Cancel to quit the setup pragram, then close any programs
wvou have running. Click Nest ta continue the installation.

WARNING: This program is protected by copyright law and
intemational treaties

Unauitharized reproduction aor distibution of this program, or any
portion of it, may result in severe civil and criminal penalties, and
will be: prosecuted to the maximum sstent passible under law

< Bk Cancel |

|Z[ NOTE: The system will prompt you to close Microsoft Outlook or Lotus Notes if either are in use.

2. Click Next. The License Agreement appears:

fi@ UC Client Manager Setup 9 = 3

License Agreement
“rou must agree with the license agreement below to proceed \ A

AN

CLICK-WRAP END USER LICENSE AGREEMENT j

By breaking the seal on the software package, pou indicate your acceptance of the terms and
conditions of this agreement

READ CAREFULLY BEFORE OPENING

READ THE SOFTWARE LICENSE AGREEMENT CAREFULLY BEFORE OPENING THE
SEALED SOFTWARE PACKAGE. BY OPENING THE PACKAGE. vOU, THE LICENSEE,
ACCEPT THE TERMS AND CONDITIONS OF THIS AGREEMENT. IF vOU DO NOT ACCEPT
THE CONDITIONS OF THE AGREEMENT, PROMPTLY RETURN THE UNDPENED
SOFTWARE PACKAGE FOR A FULL REFUND.

DEFINITIONS
I this License Agreement, " ou'" means the person or company who is being licensed to use the
Software defined balow, "W and "us" means Mitel Netwarks Corporation and Software means LI

| do not accept the license agreement

Beset | < Back est > I Cancel |

‘afize Installation Wizard!

3. Select the I accept the license agreement radio button, then click Next. The User Information screen

appears:

{2 UC Client Manager Setup =101 x|

User Information
Enter the following information to personalize your installation, o A

AN

Full Marne: |Wayne Banner

Organization: IEsnaTech

The settings for this application can be installed far the cument user or for all users that
share this computer. rou must have administrator rights to install the seftings for all
users. Install this application for

" fnyone who uses this compuiter

= Only for me [ ayne Banner)

twfise Installation Wizard!

< Back et > I Cancel

4. Provide the following information:

¢+ In the Full Name field, enter the user’s full name.
+ In the Organization field, enter the name of your organization.

¢ Select the Anyone who uses this computer radio button to install the application for all users who share the

PC.

TOL Frequently Asked Questions
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OR

Select the Only for me radio button to install the application for the current user only.

5. Click Next. The Destination Folder screen appears.
6. Click Next. Select the Client Manager. Make sure that the Fax Service Provider is selected. You may also
select IP Dialer and Outlook Forms checkboxes depeding on your email client.
i
Select Features
Please select which features wou would ke to install. X A
N
B UC Client Manager Feature Description:

IF selected, UC Clisnt Manager will be irstalled

This feature will be installed on the local hard
drive.

This feature requires 177KB on pour hard dive.
Ithas 3 of 3 subfeatures selected. The
subfeatures require TKB on your hard drive.

‘wiise Installation wizard!

QiskCostl Beset | < Back DNest » I Cancel |

® CAUTION: If Fax Services Provider is not an option it means that the Fax Services are not installed. You
will have to cancel the UC Client installation then proceed to Installing Windows Fax Services (Client
Machine Only) on page 7 before continuing with the UC Client installation.

7. Click Next. The Ready to Install the Application screen appears:

B UC Client Manager Setup: i ] 4
Ready to Install the Application
Click Mext to begin installation. 3 A
RN

Click the Back buttan ta reenter the installation information or click Cancel to exit
the: wizard,

Wiise Installation Wwizard!

<Back [ News |  Cancel |

8. Click Next. The Updating System screen appears:

1% UC Client Manager Setup: I [l |
Updating System
The festures vou selected are curertly being installed i A
AN

Validating install

Wiise Installation Wwizard!

Cancel

NOTE: If you had earlier selected to install IP Dialer (see Step 6 on the previous page) screens to install the
relevant hardware will now appear. Simply click in the affirmative.

TOL Frequently Asked Questions
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9. When the installation is complete, the following screen appears:
o =7
_

UC Client Manager has been
successfully installed.

Click the Finish button to exit this installation

Back Fiish | Cancel |

10. Click Finish. In order to log in successfully, you must now configure your main settings. Proceed to Main
Settings on page 33 for instructions.

Main Settings

Specifying Your Main settings

There should now be a Link (UC Client Manager) shortcut icon on your desktop. Doubleclick on it. A Link icon will

appear in your system tray (bottom righthand corner of the desktop)| @(ﬂ%ﬂ@ 11:39 AM

Rightclick on it and select Options. The Main screen appears:

-~ To specify your Main settings:

LS Client Manager 2.0,2099 Ophions D |
Company |1
Maillhox: (358
Domain
UC Server IP Address [esnsuc ssraman ]| Discover
UC Server Part [13777

Wish Server IP [eanaue.esnamain ]| Discover

[ Use secure connection to web server [https]

[¥ Keep connection alive

UG Client Langusge |Enghsh j
Foux Wiewer [ |
My Email Cliert | _|
Set Password . I
4
Ok Cancel I Lpply I

1. Provide the following information, where necessary:
+ In the Company field, enter the company number or name that your account is associated with on the UC.

|Zl NOTE: For more information on company IDs, ask your system administrator.

¢+ In the Mailbox field, enter your mailbox number for voice mail.

¢+ In the Domain field, enter the domain where the TOL Server can be found (required only if working in a
separate domain from the TOL Server).

¢ In the UC Server IP Address field, enter the UC Server IP address so the system can authenticate you using
TCP/IP.

TOL Frequently Asked Questions
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In the UC Server Port field, enter the UMST server port number.
In the Web Server IP field, enter the IP address of the web server.

Select the Use secure connection to web server (https) checkbox if you want the system to set up a secure
connection to your web server.

Select the Keep connection alive checkbox to ensure your connection is always maintained.
From the UC Client Language dropdown list, select the language that is to be used.

In the Fax Viewer field, click the ellipsis (...) button to view the specific fax viewer application you already
have loaded on your PC. Otherwise, leave this field blank and the system will employ the Windows default.

In the My Email Client field, click the ellipsis (...) button to view the specific email client you already have
loaded on your PC. Otherwise, leave this field blank for the system to use the Windows default.

Select the LanTalk Popup checkbox if you want the Lan Talk screen to pop up when someone initiates a Lan
Talk coversation with you.

Click on the Change Password button if you want to change the existing password.

Click Apply, then OK to complete the configuration OR click on another tab to continue. The installation and
initial setup of UC Client Manager is complete. Refer to Chapter 3 of the Client Applications Guide for full
instructions on configuring your Client Manager.

Once you have finished configuring your UC Client Manager you must also configure the Microsoft Fax Services
in order to integrate it with the UC Client Manager.

1.

Select Device for Sending or Receiving Faxes
Select the device that you want to use to send or receive faxes.

Enable Send

Click Start > All Programs > Accessories > Communications > Fax > Fax Console. From the Fax Console
click on Tools > Configure Fax.

# Fax Console
File Edit View [CIUEN Help

= Sender Information...
[= & Fax | PersonalCover Pages...

£5 Incoming Fax Printers Status...
B inbox ]
e Configure Fax...

:::nﬁ;m‘ Fax Printer Configuration...
| Fax Monitor...
2. Enter your personal information in the wizard. Click Next until you get to the following screen:
Fax Configuration Wizard X

Please select the fax device

EEFSP Line 0 -

[ Enable Recsive

[ <Back | Nea> | [ Cancel |

3.

From the drop down menu select EEEFSP Line 0. Afterwards check the Enable Send check box.

® CAUTION: Before you proceed you must check the other options under the drop down menu and make sure

4.

that Enable Send is not checked for the other items.

Click Next until you finish the wizard.

TOL Frequently Asked Questions
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Outbound Fax Services - Sending a Fax using Windows

|Zl Note: Ensure that the workstations can telnet into the voice server (i.e.: from cmd - telnet 192.168.1.1
21).

Windows XP

You can send a fax via the Fax Wizard to any number of recipients.

To send a fax (Windows XP):

1. Select Start > All Programs > Accessories > Communications > Fax, then click Send a Fax. The Send
Fax Wizard screen appears:

Send Fax Wizard 3]

Welcome to the
Send Fax Wizard
This wizard helps you create and send a fax

To fax a document, create or open it in 3 Windows-based
application, and print to a fax prnter,

2. Click Next. The Recipient Information screen appears:

Send Fax Wizard X
Recipient Information
Enter the name and number of the person you want to send the fax ta,
or click Address Book to select a fax recipient.

n |
Location Cana‘da ‘1} v I

Faxnumber: { (S05 |}

[¥] Use dialing niles SPb (Home) |

To send to multiple recipients, type each recipient's information above, and then
click Add to add the recipient to the list below:

Recipient name Fax number
Amo Emarkarjan +1(905) 7079700
[ <Back [ hNew> | [ cCancel |

3. Specify the following:
In the To field, specify the name of the intended recipient.

HINT: Click on the Address Book button to select the recipient from your personal address book.

+ From the Location dropdown list, select the location (country) of the intended
recipient.

+ In the Fax number fields, specify the fax area code and number for the intended
recipient.

+ Select the Use dialing rules checkbox if you want specific dialing rules to apply. Select the dialing rules from
the accompanying dropdown list.

TOL Frequently Asked Questions
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|Z[ NOTE: To create a new set of dialing rules, click on the Dialing rules button.

4.

Click on the Add button to add the recipient whose information you have just specified.

|Z[ NOTE: You can add as many recipients as you wish.

5.

Preparing the Cover Page
Select a cover page template, and type a subject line and note f required by the
template

Click Next when you have added all desired recipients. The Preparing the Cover Page screen appears:

Send Fax Wizard X

This information is automatically added to the cover page

Cover pags template: |EEIEE I Sender Information

Subject line
| Test message

Mote

This is a test message

[ <Back [ New> | [ cCancel |

© w N

Send Fax Wizard X
Schedule
Specify when you want your fax to be sent, and set priority
Higher priority faxes will be sent first

From the Cover page template dropdown list, select the cover page template you want to use.

In the Subject line field, enter subject text for the fax cover page.
In the Note box, enter message text for the fax cover page.
Click Next. The Schedule screen appears:

‘When do you want to send this fax?
©fiow

() When discount rates apply

() Specific time in the next 24 hours

What is the fax priority 7
O Hgh
(®) Normal

Olow

[ < Back ” HNext > I[ Cancel ]

10.

Select one of the When do you want to send this fax? radio buttons:

Now - send the fax immediately

When discount rates apply - send the fax the next time discount phone rates apply

Specific time in the next 24 hours - send the fax at a specific time in the next 24 hours. If you select this
radio button, you must then specify a time of day from the accompanying spin-box

. Select one of the following What is the fax priority? radio buttons:

High - high priority for sending fax
Normal - normal priority for sending fax
Low - low priority for sending fax

TOL Frequently Asked Questions
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12. Click Next. The following screen appears:

Send Fax Wizard

Completing the Send Fax Wizard

You have successfully created a fax as follows

From:  Sergey Vlasenko

Recipient name Fax number
Amo Ermarkaran +1(305) 7079700

Cover page template: confdent

Subject: Test message
Time to send Now
Preview Fax

To send your fax, click Finish.

[ <Bacx | Fnsn | [ Cencel |

13. 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.

Windows 2000

You can send a fax via the Send Fax Wizard to any number of recipients.

To send a fax (Windows 2000):

1. Select Start > All Programs > Accessories > Communications > Fax, then click Send a Fax. The Send

Fax Wizard screen appears:
x|

Welcome to the
Send Fax Wizard

This wizard helps you send faxes using the Fax Service.

‘ou have started this wizard from outside a document
program so you can send only a cover page.

IF you want to send & document, click Cancel, apen or
create the document, and then print the document to the
installed fax printer.

To continue, click Nest.

ek [ Mews | Cancel |

2. Click Next. The Recipient Information screen appears:

Send Fax Wizard

X

Recipient and Dialing Information
Type the name and fax number of each recipient or click Address Book to find this
information

Tex | Address Baok

Fax Mumber: (| )

Country/reaion cade; I j

If the computer should determine how to dial the fax number, check Use dialing ules.

I Use dialing e [y Location =l | Bl Rules

Type each recipient's information above and then click Add

Recipisnt nams | Fan number I Add

Remove

¢Back [ Mewts | Cancel |

3. Specify the following:

¢+ In the To field, specify the name of the intended recipient.

TOL Frequently Asked Questions
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HINT: Click on the Address Book button to select the recipient from your personal address book.

*

*

*

In the Fax number fields, specify the fax area code and number for the intended
recipient.

From the Country/Region code dropdown list, select the country/area code of the intended recipient.

Select the Use dialing rules checkbox if you want specific dialing rules to apply. Select the dialing rules from
the accompanying dropdown list.

|Zl NOTE: To create a new set of dialing rules, click on the Dialing rules button.

4.

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.

5.

Send Fax Wizard

Preparing the Cover Page
You can custamize your cover page and add a nate for the recipient

Click Next when you have added all desired recipients. The Preparing the Cover Page screen appears:

Caver page template: |

Subject line:

Nate:

-]

cBack [ Mewt> | Concel |

Scheduling Transmission

Specify the time that pou want the fax sent,

Send Fax Wizard

From the Cover page template dropdown list, select the cover page template you want to use.
In the Subject line field, enter subject text for the fax cover page.

In the Note box, enter message text for the fax cover page.

Click Next. The Scheduling Transmission screen appears:

x|

“when da you want ta send this fax?
' How
" When discount rates apply

" Specific time in the next 24 hours: |12 00 &4 j‘

You may include 3 biling code.

Eiling code [optional)

10.

<Back [ Met> | Cancel |

Select one of the When do you want to send this fax? radio buttons:
Now - send the fax ASAP
When discount rates apply - send the fax the next time discount phone rates apply

Specific time in the next 24 hours - send the fax at a specific time in the next 24 hours. If you select this
radio button, you must then specify a time of day from the accompanying spin-box

In the Billing code field, specify a billing code (if applicable)

TOL Frequently Asked Questions
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11. Click Next. The following screen appears:

Fram:
To

Fax number:

Subject:
Time to send:

Eiling code:

Send Fax Wizard x|

Completing the
Send Fax Wizard

‘You have successfully completed the Send Fax Wizard
and specified the following information for this fax

Johnny Johnson
5555555555

Cover page template:  confdent

Testing
Now

<Mone Specified>

When you finish this wizard, your fax wil be added to the
fa queue and sent at the specifisd time

I pour faxes are sent from this computer, be sure to leave
the computer nnning until the fax has been sent

cBack [ Fmsh | Concel |

12. Click Finish. To confirm that your fax was sent successfully, check the Sent Items folder of your Fax Console

application.

Faxing From a Program

Telephony Office-LinX

You can send a fax from many programs, including MS Word, Outlook, Excel and Notepad.

To fax a document from a program:

1. Open your document in the program it was created in.
2. Select File > Print. The Print dialog box appears:

Prie 2=
Printer
Mame: B a| Properties
Status: Idle
Type:! Windows MT Fax Driver
Where: MSFAR: I Print to il
Comment:
Page range ~Copi
@ all Hurnber of copies: =
© Current page € Selection
" pages: ' I~ Collate
o T :
separated by commas. For example, 1,3,5-12
~Zoom

Prink what;  |Dacument -
Print: All pages in range =

Options. ..

Pages per sheet:  [1 page 'i
Scale to paper sige! |Mo Scaling vi

3. Select the fax printer, then click OK. The Send Fax Wizard appears. See Windows XP on page 35 or

Windows 2000 on page 37 for fax wizard instructions.

When using Microsoft Word, you have a second method by which may send a fax.

Faxing From MS Word
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To fax a document from Word:

1. Open the .doc file you want to fax in Word.
=loix

| Eile Edit Yiew Insert Formet Tools Table RoboPDF Window Help Acrobat x|

Marmal « Times Mew Roman = 20 = ‘ B 7 U ‘—

] e IR G SR T

IMPORTANT MESSAGH

Fowizad =

Thiz Wizard helps you create a cover sheet
and fax a document to someone.

ooo

Finish

@ Cancel | < Back. | Mext > I Einish |

Telephony Office-LinX

3. Click Next. The following screen appears:
Faswizard |

Which document do you want to send?

[pocument1 =

O yithy & cover sheet

& | yithout a cover sheet

= Just & cover, sheet with & note

J Finish

& Cancel < Back | Hext > | Finish
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Telephony Office-LinX

3

4. Make sure the document you want to fax is selected in the dropdown list, then click Next. The following screen

appears:
Faxwizard =

Which fax program do you want to use to send
your fax?

ent £+ Microsaft Fax (cover sheet provided by Fax service);

Fax Software € a different Fax program which is installed on this system

ek of the i i your Fax program?
Fax = Other...

¢~ Twiant to prink my document so T can send it From &

J separate Fax machine.
Finish

) Cancel | < Back | Hext > | Eirish |

5. Make sure the Microsoft Fax radio button
FaWizard %

That's all the information the Fax Wizard needs
Click Fiush to send your document.

Finish

O

& Cancel | < Back | et = | Finish |

is selected, then click Next. The following screen appears:

6. Click Finish. The Send Fax Wizard appears. See Windows XP on page 35 or Windows 2000 on page 37 for

fax wizard instructions.

Faxing from MS Outlook

To fax from Outlook:

1. Open Outlook.
Select File > New > Mail Message.

OR

Click the New button.

¥ Untitled - Message (Rich Text) ]

JE\Ie Edit View Insert Format Toals Actions Help

EEN-EIRE T YT

! 3| | oo | @ ,|

Jﬁmal v‘lD v|A

To,. ||\

|

Subject: I

3. Inthe To... field, type [fax: followed by the number of the fax machine. End the address with another bracket.

For example, [fax:5555555555].
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|Zl NOTE: Fill in the To, From and Subject fields and the message body of the message as appropriate. All
content will appear on the cover page of the fax.

4. Select Insert > File or click the Insert File button. From the Insert File dialog box, browse for, highlight and
click Insert for the file you want to fax.

[ untnied - essave (e Teny =T
| Bile Edt Yiew Insert Format Tools Actions Help
|=em @5 @B 0]t 4| [Boew. @ A2
Tau. I Ifax number here in [fax: 5555555555 Format
e ||
Subiject: I
[

Check out the new sales reports. You'll be surprised at the figures for Q3

Call me

)

Q3_04_Acme.doc

=

5. Select File > Send or click on the Send button.

Faxing from MS Outlook 2007

1. Click on Tools then Account Settings.

) Otk Today - Mol Ouliosk
foe Do Y= Go e jamem jwp 00
g Fairme .
b e
W At Besh. CtethteB

—

"y

Mall |
s ey
e ot
P rre— sty o
T
o G S Writer Drseprd Brms
s Deleted Nems
i b [
30w wo
i o e
i s et Jemngs
o s e T Canter..
S s
553 s Quitans.
(8 Ao Ve Gptinnn.

Hary, May 25, 2008

[t Gt o .|

Taska P
] St Mg s B304 ] [
L ]
] e e o ) 3
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2. Click on the Email tab then click New.

T e pen You g Joe ger ey
B L R -

rarh b bk

Bt Tochey - Mttt Pk ==

(Gt ot Tor . |
Taska Wiidaia
] ot Mg e 302500} ] .
e .
e
Emel |G P | 35 P | SrarPar st | it s | Pl o | ks b |
Gt Rhew. P Cungn. @ ian Fhmew ¥ ¥
= Trem
| ekt o Eormange (nee o e e s k|
P —
Olwwre E-ad Servine \
) Pacraseft Enchange, FUF, SMAF, se KT
St nl Cranen Rt Lhangs v T
2 Ok,
Cortact 134 srver g e Bk
(et pesiage)

8 fubgeT ey w19 g IT Comnened (v mei Dunange <

Add the Fax Mail Transport account as shown above.

After you start Outlook 2007 again,

3
4. Close the setting windows the and restart Outlook 2007 so that the changes will go into effect.
5
6

Select File > New > Mail Message OR click the New button.

‘Eg"_u_._:’_q R eetie - Waitige BTV ez
2] v | cwens - puemat e ————— — .
™ =TT . = &

| mER i [T & 0 Fumaoza

M et e | | RIS [ ]| 0 ]| Ao cver

Chpmt [ Bk ot
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3

In the To... field, type [fax: followed by the number of the fax machine. End the address with another bracket.

7.
For example, [fax:5555555555].
o )
s camimeru -4 S|E-Em) M) @B
S o BT W[V Al e saoen e e
ks ;
|
|
|
|
8. Once the address resolves select Insert > File or click the Insert File button. From the Insert File dialog box,
browse for, highlight and click Insert for the file you want to fax.
9. Select File > Send or click on the Send button.

Faxing a Scanned Document

You can fax a scanned document from your default image viewing application.

To fax a document that you have scanned:

1. Scan the document using your scanner software.
2. With the scanned file open select File > Print. The Print dialog box appears:
prnt x|
rPrinter
Hame! B x| | Properties
Status: Idle
Type: ‘windows MT Fax Driver
Where: MSFAR: ™ Print to fils
Comment:
~Page range ~Copi
& al Nurnber of copies: ey
© Current page € Selaction
€ pages: ﬂ I™ Collate
Enter page numbers andjor page ranges
separated by commas. For example, 1,3,5-12
Zon

Prink what:  |Document -
Prink: Al pages in range -

Opkions...

Pages per sheet:  [1 page 'i
Scale to paper size:  |ho Scaling vI

3.
4.

Select the fax printer, then click OK. The Send Fax Wizard appears.
See Windows XP on page 35 or Windows 2000 on page 37 for fax wizard instructions.
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Telephony Office-LinX

Fax Miscellany

Viewing the Status of a Fax

Windows XP

# Fax Console
File Edit View Tools

&

Help

EBX

B =9 Fax
3 Tncoming
Inbox
&5 outbox

Sert Items

B

Start Time  ~

TSID

Caller ID

Pages  Shatus

Size  C3ID

For Help, press F1

0 Items

o Ready

To view the status of a fax:

1. Select Start > All Programs > Accessories > Communications > Fax > Fax Console.
In the lefthand pane, click to expand Fax (if not already expanded). The following list describes the folders

under Fax:
+ The Incoming folder contains faxes that are currently being received.

¢ The Inbox folder contains faxes that have been received.

*

S

Windows 2000

In the lefthand pane, highlight a folder.
In the righthand pane rightclick on the fax you want and select Properties.
On the General tab, check the status of the fax under 'Status’.

Fax Document View Help

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

Document hame

| Job Type

| Stakus

| Cwner

| Pages I Size:

4

s

To view the status of a fax:

1. Select Start > Programs > Accessories > Communications > Fax > Fax Queue. The Fax Queue dialog
box appears, in which you can check on the status of the fax.
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Receiving and Viewing a Fax

Windows XP

To receive and view 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 doubleclick on the fax you want to view.

Windows 2000

To receive and view a fax:
1. Select Start > Programs > Accessories > Communications > Fax, then click My Faxes. The My Faxes

folder appears.
2. To view a fax doubleclick on the Received Faxes folder, then doubleclick 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.

Windows XP

To cancel a "to-be-sent" fax job:

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 rightclick on the fax you want to cancel.
3. Click Delete to cancel the fax.
Click Yes.

Telephony Office-LinX

Windows 2000

To cancel a "to-be-sent" fax job:
1. If Fax is not open, select Start > Programs > Accessories > Communications > Fax, then click Fax

Queue. The Fax Queue appears.
2. Rightclick on the fax job you want to cancel, and select Cancel.

Automatically Send Retry (Windows XP)

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.

To automatically retry sending a fax that failed to connect:
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.
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Telephony Office-LinX
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3

OR

If your Control Panel is in Classic View, doubleclick the Printers and Faxes icon. The Printers and Faxes
screen appears.

Rightclick Fax and select Properties. The Fax Properties dialog box opens.
Click the Devices tab, then Properties. The Modem dialog box opens.
Specify the number of retries and the amount of time between retries.
Click OK.

Automatically Cancelling a Fax (Windows XP)

If your PC tried to send a fax and failed to connect to a fax machine, you can automatically cancel a failed fax.

Noouksw

To automatically cancel a failed fax:

Select Start > Control Panel. The Control Panel appears.

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, doubleclick the Printers and Faxes icon. The Printers and Faxes
screen appears.

Rightclick Fax and select Properties. The Fax Properties dialog box opens.

Click the Devices tab, then click Properties. The Modem dialog box opens.

Click the Cleanup tab.

Click to check Automatically delete failed faxes after and specify the number of days.
Click OK.
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