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Welcome to RightFAX!

Thank you for choosing RightFAX professional fax server software. You
are now in command of a suite of superior tools for faxing directly from your
desktop computer, saving your organization time, money, and manpower.
Daily routines of waiting for an open fax machine, manually dialing num-
bers, feeding and unjamming pages, waiting for fax confirmation, and
constantly replacing rolls or reams of paper are behind you!

With RightFAX, you will be able to easily:

» Create, send, and receive faxes

* Viewincoming and outgoing faxes

» Track the status of a fax and review its history

» Forward faxes to your home, hotel, or to another network user

e Send urgent faxes quickly by assigning priority

* Import signatures, logos, clipart and other images using a scanner
» Use billing codes to manage client information

* Import hundreds of personal and group phonebook entries

» Broadcast faxes to large numbers of recipients

How RightFAX Works

Your computer is linked to others in your organization via a network. The
computers that control the network, known as servers, run RightFAX.

With RightFAX, you can fax a document created in almost any application
simply by printing it to a special "fax printer." The fax printer, which

appears as a normal printer on your network or a port on your local com-
puter, automatically redirects your fax to the RightFAX server. A dialog

pops up requesting the recipient's name, fax number, and other key informa-
tion. RightFAX then converts your document into a format that can be sent
to other fax machines. As the document is converted, RightFAX uses the
information you entered to create a cover sheet. The fax is then sent out.
And RightFAX can periodically notify you about the status of your fax.
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Receiving faxes with RightFAX is even easier than sending. Because you
can be assigned your own routing code, your faxes are sent directly to your
computer's fax mailbox (called FaxUtil). The fax server periodically notifies
you that you have received a new fax. You can view your faxes right on
your computer screen, print them, organize them in folders, and even (with
RightFAX's optional Optical Character Recognition module) convert them
back into text for editing!

RightFAX performs most fax processing and conversions at the server, so
your workstation (called the "client") remains free to let you do your work.

RightFAX Components

RightFAX consists of several distinct modules including FaxUtil, Enterprise
Fax Manager, and Fax Reporter. As a RightFAX client, you will primarily

use RightFAX's FaxUtil module to create, send, receive, and manage faxes.
Enterprise Fax Manager is RightFAX's administrative module from which
each RightFAX user is managed. Fax Reporter lets you analyze and track

faxes, users, groups, and other database information on the RightFAX @
server. S

. , _ RlightFa
If you use a Windows 3.x or Windows for Workgroups workstation, your Cliert

administrator will install and configure the RightFAX PowerBar. The
PowerBar can include up to 40 frequently used network printers, fax
printers, and application icons. You can fax, print, and launch programs
simply by clicking on the desired PowerBar icon. Leave the PowerBar on
your desktop so you can easily access it from any application.

RightFAX Client icon in
the Control Panel

If you have a Windows 95 or Windows NT client, your administrator will lig 1004 AM
install and configure the RightFAX Client applet in your Control Panel. In :
addition, the RightFAX tray icon will be installed in the corner of your RightFAX tray icon on

taskbar. Both the RightFAX Client applet and the RightFAX tray icon are  the Windows 95/NT
discussed in detail in ChapterGreating and Sending Faxes. taskbar

The RightFAX Fax Reporter utility lets you access and analyze fax statistics
in order to create reports. RightFAX Reporter also lets you save data sets
as Microsoft Access (.MDB) files and export fax reports to other file

formats including HTML, Word, Excel, ASCII, RTF, and e-mail through
MAPI/Exchange. RightFAX Reporter can be run from any Windows NT 4.0
or Windows 95 workstation, and does not require other RightFAX client
software be installed. You must be granted permission by the RightFAX
administrator to use RightFAX Reporter, and you must be able to provide a
valid user ID and password.
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Installing RightFAX

Before you can use RightFAX to create, send, receive, and manage your
faxes, the RightFAX client software must be completely and correctly
installed on your computer by your organization’s RightFAX administrator.
Installing RightFAX on client computers is described in Chapter 7 of the
RightFAX Administrator's Guide.

Using This Guide and Other Learning Tools

TheRightFAX User's Guide is designed for use by RightFAX clients whose
main concern on a day to day basis will be creating, sending, and receiving
faxes. However, RightFAX also includes several useful utilities that are
accessible by RightFAX clients who have been granted sufficient access
rights by the RightFAX administrator. Instructions on using these utilities
are included in this guide. Instructions on how to grant access rights to
clients are found in thRightFAX Administrator's Guide.

This guide assumes that you have a basic working knowledge of your
computer and the conventions used in most software applications for your
workstation type. Instructions and examples for Windows 3.x, Windows for
Workgroups, Windows NT, and Windows 95 are included in most cases.
Please follow only the instructions specific to your operating system type.

In addition to this User's Guide, RightFAX provides several additional
sources for information on getting the most out of your RightFAX software:

RightFAX Administrator's Guide

TheRightFAX Administrator's Guide contains detailed instructions on
installing and configuring RightFAX for both the server and the client
workstations. This guide is specifically designed for RightFAX administra-
tors and includes the technical information necessary to manage the
RightFAX fax server.
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RightFAX Optional Modules Guide

TheRightFAX Optional Modules Guide is included when you purchase
RightFAX Enterprise Suite or any one or more of the optional RightFAX
modules (which can be purchased separately). This guide provides
information on installing, using, managing, and integrating the following
utilities with your RightFAX software:

* RightFAX E-mail Gateway

RightFAX Web Client

* RightFAX Docs on Demand

* RightFAX TeleConnect

e Optical Character Recognition (OCR)
e PostScript/PDF Conversion

Please contact RightFAX's Sales department at (520) 320-7000 for more
information on using or purchasing these or any of RightFAX's powerful,
fully integrated utilities.

RightFAX Fax Board Guide

TheRightFAX Fax Board Guide provides installation, testing, and configu-
ration instructions for all supported fax hardware.

Quick Reference Card

Keep this card close to your computer for quick and easy access to all the
most common FaxUltil functions and features.

Online Help

RightFAX's Online Help is a convenient and easy-to-use source of assis-
tance. You can access the Online Help by selecting the Help menu in any
FaxUtil or Enterprise Fax Manager window. Online help lets you scan for
help by topic, or search for key words and terms.
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RightFAX Training

Count on RightFAX's classroom training to enhance your RightFAX

product knowledge. Technical, administrative, and user training programs
provide you with the tools to optimize your RightFAX solution, and

provide you with the knowledge to fully utilize RightFAX in your environ-
ment. Customized training is also available to meet your organization's
specific needs. Classes are held throughout the year at the RightFAX
corporate office in Tucson, Arizona. You may also choose the convenience
of RightFAX training at your own location. For more information on
RightFAX training classes and schedules, please visit our website at
www.rightfax.com.

Technical Support

Your Customer Support Guide (enclosed in the product box) includes
detailed information about the support options available to RightFAX
customers. Please fill out tReghtFAX Software Warranty & Registration
Card and return it immediately. If you have questions of a technical nature,
please contact your organization’s RightFAX administrator or network
administrator before calling our technical support department.

RightFAX Technical Support \oice:  (520) 320-7070
6303 E. Tanque Verde Fax: (520) 321-7461
Suite 200 Web:  wwwightfax.com
Tucson, AZ 85715 USA E-mail: tech@rightfax.com

5:00 a.m. to 6:00 p.m. MST, Monday through Friday
6:00 a.m. to 6:00 p.m. MST, Saturday
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In this chapter:

* Whatis FaxUtil?
 Starting FaxUtil

« Using Your Fax Mailbox
e Sorting Faxes

« Selecting Faxes

« Deleting Faxes

e Activating Commands
e Command List

e Setting Your Preferences
e Switching Mailboxes

» Administrative Mode
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What is FaxUtil?
FaxUtil, RightFAX's user interface, serves as the central mailbox from which
you can send, receive, view, edit, and manage your faxes.
Installing FaxUtil
Instructions for installing the RightFAX client software are provided in the
RightFAX Administrator's Guide.
G Starting FaxUtil
Faw il
. Your RightFAX administrator must assign a user ID and password (if
Faxutl icon required) for your account before you can start FaxUtil. The procedures for
starting FaxUtil will vary based on your client type.
— == Windows 3.x and Windows for Workgroups clients
Nl \2 FaxUtil can be started by double-clicking on the FaxUtil icon in the Program

RightFAX tray icon

PowerBar

=

Manager window. If your administrator has installed the RightFAX
PowerBar, you may simply click once on the FaxUtil icon in the PowerBar to
start the application.

Windows NT 4.0 clients

FaxUtil can be started by selecting FaxUtil from flmegramsmenu under
theStart menu. You can also select FaxUtil from the RightFAX tray icon
menu in the corner of your taskbar.

Windows NT 3.51 clients

FaxUtil is also compatible with Windows NT 3.51 workstations. The Print-
to-Fax Driver is not incorporated into the tray icon as it is in Windows NT
4.0 because NT 3.51 does not support tray icons. Instead, the Print-to-Fax
Driver remains minimized on the desktop, awaiting fax operations.

Windows 95 clients

FaxUtil can be started by selecting FaxUtil fromRmegrams menu under
theStart menu. You can also click on the RightFAX tray icon in the corner
of your taskbar to start FaxUtil.
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Initial "From Information" Prompt

This feature, which will appear only once, serves as a reminder to complete
the sender information on the fax cover sheet. The first time you log into
FaxUtil, theCover Sheet Informationdialog will appear over the fax mailbox

list. Information entered in this dialog will automatically be entered on the
cover sheet of each fax sent. You are not required to enter any information
and can bypass this dialog simply by clicking OK. Default cover sheet
information can be edited at a later time by selec@ioger Sheet Informa-

tion from theOptions menu.
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Using Your Fax Mailbox

The appearance of the FaxUtil mailbox varies slightly depending on your
operating system and/or version of RightFAX. In general, the same
functions and commands are available, but they may be activated in
different ways. By way of example, we describe the Windows FaxUstil in
detail.

In Windows, the sections of the FaxUtil mailbox are:

‘% RightFAX FaxUtil - XYZ (Routing Code #101) = E3 |

Menu Bar ———————— "Fie Fax Data List Options Help

G s N N S T e —

Main - All Faxes
Folders — o Main | [Frags DaterTime  TolFromFile Fax NumbenD

0 Trash (18 G 5/30/96 8:01 am Duplicate

Information Bar

O Approv ) 3 @ 5/29/96 915 am

*aQ 32637 11:03 am

*qQ 413197 1:33 pm ACME FAX CO
*Q B 418EESSpm  JohnDoe RIGHTFAX Duplicate
2 12111/87 146 pm Laura Tyler 320-4049 Cover+1 0K

1

2 Duplicate
1
1
1

2 1

*rQ 6/18/96 11:26 am  PaperPlus 4 Duplicate
2
1
1
i
2

0K
OK

Fax Buttons

*Q [@ 6256096408 pm  Frinters and More Duplicate
ra BIBI9E 243 pri RightFax Duplicate
raQ 41097 £23pm  RightFAX Facts

O [ 32677 786 pm RightFAX Tach Pubs

* 1311(97 1:50 pr Rober Smith 330-7761 Cover

0K
s[4
Scheduled for Send

I |

| [ 12 Faxes, 2 Sent/10 Recy ‘ [ NP SPEEDY | | 1:51:44 PM

Fax Total Box Connection Box

Progression Bar

Tirne Bow

Menu Bar

The menu bar contains pull-down lists of commands that you can use in
FaxUtil.

Toolbar

The buttons in this toolbar represent shortcuts for several FaxUtil tasks.
For example, you can create a new fax by clicking once dietvdutton
instead of choosing tHéew option from the=ax menu. If you rest the
mouse pointer on a toolbar button for a few seconds, Tooltips, describing
the function of the button, will appear. The function of these buttons are
discussed in greater detail in “Using the Toolbar” later in this chapter.

Folders

Your fax mailbox can be organized into different folders, which you can
create and delete as needed. More information about folders is provided in
"Setting Your Preferences" later in this chapter.
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Fax Buttons

Each fax is displayed on a separate line. You can select a fax by clicking on
the button to the left of the fax; this will highlight it across the entire line.
The top left corner of the fax list contains the Select/Deselect All button
which will highlight or unhighlight all the faxes in the list at one time.

Progression Bar

This bar displays information about the status of any processes performed
by RightFAX.

Network/Group Users

This box only appears to the right of your toolbar if your administrator has
assigned full, group, or alternate administrator privileges to your account.
The drop-down list gives you access to either all the users on your network
or all the users in your group, depending on the type of permissions
assigned.

Information Bar

The information bar provides useful information about the faxes in your
mailbox. Itis discussed in greater detail in “Using the Information Bar” later
in this chapter.

Time Box
The time box indicates the current time for the user.

Connection Box

This box displays the type of network connection and the name of the fax
server in use.

Fax Total Box

This box contains the number of faxes/entries currently displayed in your
mailbox. This will vary depending on the list-type you have selected in the
List menu.
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Using the Information Bar

Following are the sections of the FaxUtil information bar.

Flags

At the left of the information bar is a column containing several icons. The
icons indicate whether a fax was sent or received, viewed, printed, contains
annotations, and/or has had OCR or binary file tranfer output.

Date/Time Indicator

The second column indicates the date and time a fax was created or when it
was received.

To/From/File Column

This column displays the remote recipient of a sent fax or the remote sender
of a received fax. The “to” and “from” names are taken from the cover

sheet information. The “from” name will not appear unless the cover sheet
information is manually completed for the received fax after it arrives (see
“Assign From Info,” Chapter 8/iewing and Annotating Faxes). If your fax

is actually a binary file, the file name will appear here.

Fax Number/ID Column

This column contains one of two possible values: a fax number or a remote
fax ID. The fax number is the fax telephone number to which a fax was sent.
The remote fax ID is the CSID (caller subscriber identification) and refers to
the origin of a received fax. This value is often the fax number or company
name of the sender.

Size

The size column indicates the number of pages that were transmitted or
received by fax, or the size of a file if you sent or received a binary file. Itis
important to note that there is a difference in the display of sent and
received faxes. Page counts for sent faxes may include the cover sheet and
will appear as “Cover+number-of-pages.” If only a cover sheet is sent, this
column will contain “Cover only.” You may send a fax without a cover
sheet, in which case the size column will only show “number-of-pages."
There is no way to distinguish whether or not a received fax has a cover
sheet. Consequently, for received faxes, the size column simply displays
the total number of pages received.
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Status

The status column indicates the current status of the fax in the RightFAX
system. This status is periodically updated by the system. To learn how to
manually request an update and how to change the frequency of updates,
see “Updates” later in this chapter. A complete list of possible fax status
messages are listed Appendix A.

Billing Code 1 and 2

These two columns display the billing code(s) associated with each fax.
(These fields may have been renamed by your administrator to reflect the
needs of your organization.) This information is obtained from data entered
in the billing codes fields in tHeax Information dialog or from the

<Billinfol:> and <Billinfo2:> embedded codes.

Unique ID

RightFAX generates a unique number to associate with every fax that is
sent or received. This column displays that number for identification
purposes.

Sorting Faxes

You can sort faxes in your mailbox by select8ayt from theList menu and
then choosing the column heading by which you wish to sort your faxes.
The column heading used for the sort will display a triangle indicator to the
left of the column name. If the triangle is pointing up, it indicates that the
sort is in ascending order. If the triangle is pointing down, it indicates that
the sort is in descending order.

You can also use a shortcut to sort faxes quickly. Just double-click the left
mouse button anywhere in a column heading to toggle between ascending
and descending sort order.

FaxUtil will "remember" the way the faxes were sorted when you exit it and
return to this order the next time you open your mailbox.
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jul

Delete button on toolbar

If you forward a fax to
another user on your
network, deleting the fax
from your mailbox
DOES NOT affect the
other user’s copy.

Selecting Faxes

To work with a fax, you must select or highlight it from the list of faxes in
your mailbox.

Selecting a Single Fax

Click on the fax button to the left of the desired fax or use the up and down
arrows to move to the fax and press [Space] to highlight it. Deselect the fax
by clicking on the fax button again.

Selecting Multiple Faxes

To select a continuous group, click and hold down the left mouse button
while dragging the mouse pointer down the fax buttons (to the left of the
faxes). If the desired faxes are not in a continuous group, merely click on
each fax button. Deselect the faxes by clicking on the fax buttons again.
The top left corner of the fax list contains the Select/Deselect All button
which will highlight or unhighlight all the faxes in the list at one time.

Deleting Faxes

To delete a fax, select it as described above, then press the Delete key on
the keyboard, seleBteletefrom theFax menu, or click on thBeletebutton

in the toolbar. FaxUtil will ask for confirmation to protect against accidental
deletion. Both sent and received faxes may be deleted, however, some
restrictions may apply depending on your system’s requirements.

If your system requires completion of received fax information, you may not
delete an incomplete received fax. The status column of such faxes will read
“Info Not Complete.” If your system does not require this completion, the
received fax is automatically considered to be complete and can be deleted.

There is no restriction on deleting incomplete outgoing faxes. You can
delete sent faxes with the status “Info Not Complete” or “In Conversion.”
However, deleting a fax that is in the process of sending, or is scheduled to
be sent will cancel the send. It should be noted that if the send process is
far enough along, the delete operation may be too late to stop it and will
have no effect.
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Activating Commands

There are several different ways to activate commands in FaxuUtil:

» Use the mouse to activate functions from menus and command buttons
on the toolbar

e Enter commands from the keyboard

» Activate some commands with a combination of keystrokes and mouse
movements

More instructions for using the mouse, keyboard, menus, and toolbar are
described in the next few sections. For a list of common and alternative
methods for activating commands, see “Command List” later in this chapter.

Using the Mouse ,
With the left mouse

You can use the mouse to open menus and select commands, open and ~button:
Single-click on the

close faxes, and_choose buttons on the toolbar. Mouse |_nstruct|ons are to RightEAX tray icon
be completed using the left mouse button, unless otherwise noted. to open the menu

* Double-click on a

. received fax to
Using the Menus open it

G » Double-click
A bar of pull-down menus appears at the top of the FaxUtil mailbox. Select 0075,”,? ,C,ézd,-,?g g

the menu title to pull down the list of options, then choose an item to sort

activate it. « Click on a button
on the toolbar to
activate it.

Using the Toolbar
With the right mouse

The toolbar consists of a series of buttons aligned horizontally across the button:
top of the FaxUtil mailbox. These buttons represent shortcuts to common * Click on the

. T L RightFAX tray icon
tasks. You can select a button by single-clicking on it with the mouse. to open the menu

» Click on the title
bar of the Power-
Bar to configure it

* Click on a
document and
select Send To >
Fax Destination via
RightFAX to fax it.
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Using the Keyboard

You can activate many FaxUtil features using the keyboard.

Keyboard Equivalents.To open a menu, press the [Alt] key plus the
underlined letter in the title of that menu. Choose an item from the

menu by pressing the underlined letter in the command. For example, to
pull down theFile menu, press [Alt+F], then choose thdit option by
pressing [E].

Arrows. To select a menu item, press [Alt], then use the arrow keys to
highlight the item and press [Enter]. Press [Esc] to close the menu and
[Esc] again to exit the menu bar.

Hot Keys. You can activate some commands by pressing the key listed
to the right of an option on its menu. For example, to create a new fax,
press the [Insert] key instead of selectitgwfrom theFax menu or
theNew button on the toolbar.

Select, open, and delete faxes with the cursor, [Enter], and [Delete] keys,
respectively. Standard Windows keyboard options are also available. For
example, [Alt+Tab] switches between open windows.

Command List

This section provides a list of commands and their corresponding func-
tions. Each command can be activated in several ways. As described
earlier, you can choose a button from the toolbar, choose from a pull-down
menu, or press a combination of keys on the keyboard to activate these
commands.



Chapter 2: FaxUtil Overview 23

Command

Button Menu Key

About Fax Utility
Faxutil

Administrative Mode
Approve Fax

Change Password

Choose Font

Combine

Configure Scanner

Contact Information

Contents

Cover Sheet Information

Create New Folder

Delete

al

Delete Folder

Disapprove Fax

Edit

Embedded Codes
Empty Trash
Errors

Exit

Help

List

File

Options
Options
Fax

Options

Help

Help

Options

File

File

File

File

File
Help
File
Help

File

Delete

Enter

F3

Function

Displays the version number and release date of

Displays all faxes for all users in group or universally
(requires administrative privileges)

Marks a fax as approved and allows it to be scheduled
for sending

Changes the user’s password

Specifies the font, size, and style for mailbox display

Combines two or more faxes into one fax

Sets up a scanner

Displays custom information for your system as defined
by your system administrator

Displays the contents of the FaxUtkelp windows
Sets the default values included on every sent fax's cover

sheet

Creates a new folder in the folder list

Deletes the selected fax

Deletes the selected folder

Marks a fax as disapproved and prevents it from being
sent

Edits cover sheet information

Describes all embedded codes

Deletes all faxes stored in the Trash folder

Describes fax transmission error and status messages

Exits the FaxUtil application
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Command

Export

Button Menu Key

Forward to Fax Machine Qﬂl
Forward to Network User Qﬂl

Full Fax List

In-process Fax List

Kick

Launch

Move to Folder
Needing Approval

New

New

New Fax List

Notification

OCR

Other

Phonebook

Print

Print

E}ﬁ}

& [=

Data

File

File

List

List

File

Data

File
List

Data

Fax Insert

List
Options
Fax
Options
List
Fax

Data

Function
Saves OCR or BFT output to local or network directory

Forwards a copy of the selected fax to a new fax number

Forwards a copy of the selected fax to one or more users
on the network

Displays all faxes in your mailbox
Displays only the faxes which have not been completed
or are in the process of sending

Updates "Scheduled for Send" faxes; immediately retries
"error-retry" faxes; tries "error-dropped" faxes once more

Starts the application with which a binary file transfer is
associated and opens the BFT file

Moves selected faxes to the specified folder
Displays only the faxes which are awaiting approval

Creates a new binary file transfer from a file created in
another application

Creates a blank cover sheet ready to be sent on its own or

combined with a scanned image and/or a library document
Displays unviewed or unprinted faxes in your mailbox

Sets notification preferences.

Converts faxes from graphics to editable text files
(optional module, purchased separately)

Specifies mailbox setup preferences

Displays Phonebook entries

Prints the fax to a network printer

Starts the application with which the BFT is associated
and prints the file
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Command Button @ Menu Key Function

Received Fax List List Displays only the received faxes in your mailbox
Received Fax Options Options Specifies preferences for faxes as they are received
Record Thermal Fax Fax Records faxes sent and received through thermal fax

machines for tracking/billing purposes

Refuse Fax Distributions Options Prevents faxes from being automatically distributed to
your mailbox via Smart-Fax Distribution

Release File Releases and sends a selected fax that has been held
for previewing before sending

Rename folder File Allows you to rename the selected folder

Return to Original Mailbox List Returns you from another user’s to your own mailbox

Route to Network User %l File Ctrl+R  Routes the selected fax to another network user

Send Fax Options Options Specifies preferences for sent faxes
Sent Fax List List Displays your outbound faxes
Show History ml File Displays a detailed history of the selected fax, including

whether it was sent or received, printed, OCR'ed,
forwarded, routed, or encountered errors

Sort List Sorts faxes according to selected column
Split Fax Splits received faxes into separate documents.
Store as Form Fax Stores the selected fax as a form in the RightFAX system

(must have privileges to add/edit forms)

Store in Library Fax Stores the selected fax in the library of frequently faxed
documents (must have privileges to add/edit library docs)

Switch Mailboxes List Switches from your mailbox to another user’s mailbox
Update List @ List ESC Refreshes mailbox information

View Body ﬁi Fax Displays the body of the selected fax in the Fax Viewer
View Cover Sheet Fax Displays the cover sheet of the selected fax in the Fax

Viewer (valid only for outbound faxes with a cover sheet)
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Setting Your Preferences

There are several features in RightFAX that you can customize to meet your
needs. Before you start sending and receiving faxes, set the frequency of
updates and natification, printing and sorting default and the tasks to
perform on startup.

% Automatic Fax List Updates? OK |
Seconds between updates: [10

[™ Check for unviewed or unprinted faxes on startup? [ el |
[ Disallow multiple Viewers? -
[ Use Trash folder?
[ Empty Trash on program exit?
Printing Default Folders Position
Netwark Printer ID: o

DAK, - Opia in Sales E @ o
Print Quality: o

Medium =l

| Ph

User ID's Passwords

[ ER

[ =R

[ =R

[ o

Fax List Updating

Because the information in your FaxUtil mailbox is merely a “snapshot” of
information stored on the fax server, it is necessary to update the informa-
tion periodically, especially when tasks are being performed.

Automatic Updates

It is impractical for the server to send constant updates to your FaxUtil
because of the potentially heavy work load. Instead, by default, the status
of your faxes is only refreshed every 60 seconds. If you want your mailbox
updated more or less frequently, you can adjust the automatic update
period to a minimum of 10 seconds and a maximum of 999 seconds. To
change the update frequency, openQp&ons menu and sele@ther.

Click in theAutomatic Fax List Updatesbox and set th8econds between
updatesfield to the desired delay. You can also use this option to disable
automatic updating, so that your mailbox is only updated when you delete
and add faxes, when you presslipelate button in the toolbar, or when

you first start FaxUtil.
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Manual Updates @ |

If you want to update your mailbox without waiting for the automatic

update, or if you have automatic updating disabled, you can update it  Update button in toolbar
manually. You can manually update by selectindgthdate button from the

toolbar or selectingpdate List from theList menu.

Check for Unviewed/Unprinted Faxes on Startup

To receive notification of new and unviewed/unprinted faxes in your fax
mailbox each time you start FaxUstil, go to tptions menu and select
Other. Click in theCheck for Unviewed/Unprinted Faxes on Startugbox.

Disallow Multiple Viewers

To disable the ability to open more than one fax viewer at a time, open the
Options menu and sele@ther. Click in theDisallow Multiple Viewers?
box.

Use Trash Folder/Empty Trash on Program EXxit

To create a Trash Folder and automatically empty all faxes stored in that
folder upon exiting FaxUtil, open ti@ptions menu and sele@ther. Click
in theUse Trash Folder?andEmpty Trash on program exit?boxes.

Folders Position

Your fax mailbox can be organized into different folders, which you can
create and delete as needed. To adjust the position of the folders in your
FaxUtil window open th®ptions menu and sele@Qther. Click the

appropriate indicator to set the desired folder position.

Printing Defaults

To set the default printer, open tBetions menu and sele@ther. In the
Network Printer ID field select a printer from the drop-down box to display
a list of all printers recognized by the network.
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Create one group
Phonebook that can be
referenced by all the
group members rather
than entering the same
entries in each user's
Phonebook.

When setting the default printing resolution, it is important to take into
account two things. First, RightFAX converts faxes in two modes: Normal:
100x200 DPI (dots per inch) and Fine: 200x200 DPI. You can change the
image resolution on an individual basis each time you print. Second,
different printers have different printing capabilities. Some print up to 300
DPI, while newer and faster ones may print at 600 DPI or more. Therefore,
depending on your printer and your document, setting the default printing
resolution aHigh or atLow may not give you the quality you need.
Regardless of your printer or your document, you will get the best results at
the fastest speeds if you use Medium resolution, as it always falls

within the acceptable range.

Additional Phonebooks

You can add the Phonebook entries of up to four users on your network to
your Phonebook list. Use the drop-down list to specify the user ID. If you
enter the user's password, you will have access to their private and
published entries. If you do not enter a password, you can only access
their published entries. The owner of individual or group phonebook
entries can mark the entries as read-only to prevent modification by other
users.

Notification

Your RightFAX administrator can configure the system to notify you of
sent and received faxes, their status in the RightFAX system, and any
errors encountered during transmission in a variety of ways. This feature
allows you to work in other applications and still be aware of your fax
mailbox activity.

faxes M ges about outbound faxes
= || ¥ Eror encountered, fax will be retried

"Messages during fax transmission

I Periodically J

¥ Eror encountered, fax will be abandoned

[X Fax is successfully sent

[X Fax is held/ready for preview

Meszzages about newly received faxes Reroute/F .
{ IPeriodicaII_l,l J [ Alternate Motification Active?
User ID to Motify: || j|

0K I | Cancel I | Help I




Chapter 2: FaxUtil Overview 29

To set notification preferences, open @gions menu and select the
Notification. Select the desired notification (periodically, once, or never)
when an outgoing fax needs more information, when a new fax arrives, or
for your fax’s status during transmission.

If you want natification of errors encountered during transmission, suc-
cessfully sent faxes, or faxes abandoned because of errors, click in the
appropriate boxes.

By clicking in theAlternate Notification Active box, you can reroute

notifications so that another user will be notified of your incoming faxes

when you're out of the office or on vacation. Use the drop—dovyn list Qf When alternate notifica-
users or type the user ID of an alternate. The alternate user will receive jon js enabled only the
messages about your faxes according to your preferences as set above. alternate user is
This feature will not redirect messages about your outgoing faxes to the notified.

other user. Activating alternative notification DOES NOT give the alternate

user access to your mailbox. If you wish the alternate user to view or have

access to your fax mailbox, you must give them your user ID and password.

Passwords

If your system requires a password, you should periodically change it.

This is especially important if your fax materials are sensitive, proprietary, or
classified. To change your password, go toQpgions menu and select
Change Password

Change Password <]
User ID:IDJP

LConfirmation: I """"

0K l | Cancel I | Help I

When theChange Passwordlialog box appears, enter your current
password, then enter your new password. Enter your new password again
in theConfirmation field to verify it. The new password will take effect the
next time you open FaxUtil. To erase your password, enter your old
password in th€hange Passwordlialog and simply leave thidew
PasswordandConfirmation fields blank. If you forget your password, see
your RightFAX administrator.



30 RightFAX User's Guide

There are three types of
administrators: full,
group, and alternate. A
group or alternate group
administrator can only
change to mailboxes in
the group to which they
belong. A full adminis-
trator can change to
ANY mailbox in the
system.

Switching Mailboxes

With RightFAX, you can view not only the contents of your own mailbox,
but the mailboxes of other users on your network. (Only full, group, and
alternate administrators can change mailboxes unless you know another
user’s password.) To change mailboxes, s&waitch Mailboxesfrom the

List menu. A dialog box will prompt you for a user ID and a password.
After entering both press Enter or click OK. You will be able to work from
this new mailbox just as you would your own. To return to your original
mailbox, selecReturn to Original Mailbox from theList menu.

Users with administrative privileges will see a drop-down list of all users in
the top right corner of their FaxUtil mailbox. Clicking on the arrow at the
right of this box allows you to switch to another mailbox on your network.

Administrative Mode

Full administrators, group administrators, and alternate administrators may
enable this function by selectidgiministrative Mode from theList menu.

This mode displays all faxes for all users (full administrators only) or all
faxes of users in the group of which you are an administrator. Most of the
list filters are available in this mode (e.qg. all faxes, faxes needing approval,
newly received faxes, etc.). This feature proves extremely useful for
viewing large batches of faxes needing approval at one time.



Creating and Sending Faxes

In this chapter:

Creating a Fax

Sending a Fax

Using Embedded Codes
Diacritical Character Support
Successful Transmissions
Failed Transmissions
Options for Sending

Fax Approval System
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0l

New button in toolbar

Windows 95 and
Windows NT worksta-
tions can also select
Quick Fax/Broadcast
option in the RightFAX

tray icon menu to create

a new fax.

Sending a fax with RightFAX is much easier than sending a fax by conven-
tional fax machines. As described in Chapter 1, most of the process is
automated. All you need is a document to fax and the fax number of the
intended recipient.

Creating a Fax

There are two ways to create a fax. One way is to create a document in any
application that can print to a network printer. This includes word process-
ing, graphics, spreadsheet, and database programs. When you have
finished creating the document, print it to the printer designated as the
RightFAX Fax Printer. This is often HPFAX, PSFAX, or something similar.
There are different ways to print to the fax printer and several ways to
address and manipulate this document using embedded codeaxthe
Information dialog in FaxUltil, the popup print-to-fax driver or a combination

of these methods. These options are discussed in greater detail below.

The other way to create a new fax is to press\g button on the toolbar

or select th&lewoption in the=ax menu of FaxUtil. Th&ax Information

dialog will create a cover sheet that can be sent by itself or can be com-
bined with a scanned document and/or a document stored in the RightFAX
library. Complete the necessary recipient information and press OK to send
your fax. Your fax will be recorded in your fax mailbox.

Sending a Fax

There are three ways to send a fax using RightFAX:

» Using the~ax Information dialog in the FaxUtil mailbox or from the
RightFAX tray icon (Quick Fax/Broadcast)

» Using the RightFAX print-to-fax drivers
»  From within another application using embedded codes

e Using the Send To menu option (Windows 95 and Windows NT 4.0
only)

Each method is described in the following sections.
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Using the Fax Information Dialog

Reminder!

TheFax Information dialog is perhaps the most powerful tool available to /190ws 95, Windows
NT, Windows for

you in RightFAX. From it, you can create a cover sheet, address faxes, scalyyyrkgroups, and
attachments, assign billing codes, attach library documents, and perform awindows 3.x clients
host of optional features. By way of example, we describe the Windows should follow instruc-

features in detail. tions for Windows
clients, unless other-

To access thEax Information dialog, you must either create a new fax by /€ noted. vour FaxUtil
dialogs may appear

choosingNew from theFax menu (or clicking on thélewbutton in the slightly different
toolbar), or edit the fax you recently printed to the fax printer by double- depending on your client
clicking on it (or selectingdit from theFile menu). The only time that you workstation type.
can edit the information in thHeéax Information dialog is when the fax status

line reads “Info Not Complete.”

Fax Information ]
To...
f“’_-i‘?ﬁ'l.hcme Sales Ph book. .. I I Send I
FayNumier |520-555-1234 Cancel I
Yoice Number:
Citp/State:
-Billing Codes Notes._ |
Matter
Yiew. . I
T ission Details.. —
Nome
] INolmaI J L
I[None] J
Time: I I 24 hr -
| @ Sent O Received |
[ Hold for Preview? [ Use Smart-Resume? Number of Pages: Il]
[" Cover Sheet? D

TheFax Information dialog is divided into three sections. Often the only

required fields are the name and number of the fax recipient, but your Reauired field
RightFAX administrator may have added more required fields to your cover eqL;'t;e,ici;dS are
sheet. If this is the case, your fax will not be sent and will remain in your '
mailbox with the status “Info Not Complete” until the required fields are

completed.
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Hyphens, parentheses,
and spaces are
acceptable when
entering a destination
fax number. You may
also type the number
without any spaces or
separator characters

To save money, use
Delay Send to postpone
transmission until after

11:00 PM when phone
rates are usually lower

Some fax boards do not
support the priority
feature of RightFAX

To

Enter the name, fax number, phone number, company, and address of the fax
recipient. Verify with your RightFAX administrator whether you have to

enter a "1" or "0" before long distance calls. However, you should only

use hyphens or spaces to separate numbersPfdrebookbutton and

theAdd Entry button are convenient for frequently used names and

numbers. For more information, see Chapt@&tfhnebooks and Broadcast

Faxing.

Billing Codes

Enter special codes, determined by your RightFAX administrator, such as
client account and matter numbers. (These fields may have been renamed
by your administrator to reflect the needs of your organization.) You can
also use théookup button to view possible billing codes and their
designations. You can search for billing codes by typing as many charac-
ters as you know in the field to be searched. Only one field can be
searched at a time.

Transmission Details

Delay Send

You can postpone the transmission of your fax to a later time or date.
RightFAX normally sends outgoing faxes as soon as a phone line becomes
available, but sometimes you may want to delay an outgoing fax to take
advantage of off-peak phone rates or ensure that the recipient is available
at the other end. If you wish to delay the fax, click inie¢ay Sendbox,

then specify the date and time.

Once you have completed the rest of the fields, RightFAX converts the
document to fax format and holds it in your fax mailbox until the designated
date and time with the status “Scheduled for Send.”

Priority

Specify the priority that is assigned to this fax within the queue of waiting
faxes. Valid options (low, normal, and high) are listed in the drop-down box.
If high priority does not appear as a choice, then your RightFAX adminis-
trator has not made it available to you.
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Form Type

You can select a form that your administrator has entered into the
RightFAX database to overlay or combine with your fax. For example,
your company letterhead can be combined with your fax to present a
professional image to the recipient. Click on the drop-down arrow to list
all of the forms available.

Hold for Preview

If you want to look at the final version of your outgoing fax before you
send it, click in thédold for Preview? box. Your fax will remain in your
mailbox with the status “Held for Preview.” You can view it with the Fax
Viewer (see Chapter ¥jewing and Annotating Faxes). This is a great
way to see if your form overlaid correctly or to double-check which
cover sheet you are using. To send your fax once you have previewed
it, you MUST selecReleasdrom theFile menu. The fax will then

transmit as usual.

Cover Sheet

Your RightFAX administrator may require that you include a cover sheet
with all your faxes. If a cover sheet is not required, you can choose to
include one, by clicking in th€over sheet®ox. Whether you choose

to include a cover page or not, all required information must be com-
pleted.

Smart-Resume

RightFAX incorporates technology that allows the fax server to
intelligently resend only the portion of a fax which failed to be sent. For
example, if you are sending a 50-page fax and the transmission is broken
after 40 pages, normally all 50 pages would have to be resent. By
enabling this feature, the server will only resend the last 10 pages. The
server can also automatically add a page at the beginning of the
retransmission which indicates that this is a continuation of a previous
fax (must be configured by administrator). This feature can be config-
ured on a per fax basis or can be set as the def&#nic Fax Options
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More Button

TheMore Fax Information option serves two purposes. If you are editing
an outgoing fax, you can change your sender contact information. This
allows you to change the contact information for this fax only; it does not
affect your default settings which you set in@wver Sheet Information

option of theOptions menu. If you are editing a received fax, you can enter
information about the person who sent the fax to you, so that their name
will be displayed in the To/From/File column in the mailbox.

More Fax Information 1]
-From.__
MamejJane Doe ‘L’

Yoice Humber;555-1234

Private Fax Mumber: 555-2232
General Fax Humber:
General Yoice Number:|520-321-6879

rSecure Tr. ISSION.. .
[X Transmit Fax To Specific Fax Machine?

Recipient Fax LD:IAcme Fax

Note: the wildcards "™ and “?' are allowed.

Secure Transmission

You can specify the remote fax ID of the intended recipient's fax machine or
server. If you enable this feature, the fax will not be sent unless the remote
ID matches the ID specified. You can use the asterisk (*) and question
mark (?) wildcards if you are not sure of the exact ID. Asterisks represent
zero or more characters or digits. Question marks represent exactly one
digit or character each.

This feature was designed to ensure security for confidential faxes by
making sure the intended recipient really is the recipient. Often fax numbers
are outdated or are entered incorrectly by the user.
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Notes Button

TheNotesoption allows you to add notes or comments to the fax cover
sheet. The field accepts up to 21 lines of text, 69 characters per line. You
can copy, cut, and paste; however, you cannot use embedded codes in this
field.

Hi Bob,

Here are the spec. sheets you requested. Don't forget our video
conference next week. Tom and Dave will be presenting their
proposal. See you thent

0K I | Cancel I | Help I

Scan Button

If your workstation is connected to a scanner, you can scan documents and
attach them to cover sheets and/or faxes. For more information on scan-

ning, see Chapter 8anaging Faxes and Attachments.

View Button

You can view the fax image with the RightFAX Fax Viewer by clicking on
this button. This option only works if a fax image has already been
generated. For more information, see Chapteiéwing and Annotating
Faxes.
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Library Button

The RightFAX library stores frequently-faxed documents for easy retrieval.
Clicking on this button will display a list of all documents in the library.

Library Document 5election ]

Document Librarp

. Suateqgic Partner Program
Story--C pwide

= 0K

Success Story--Friday's
Success Story--Macromedia
Success Story--Hopes & Grey

M:

M:

u Cancel
M: Success Story--TGIFridays

M:

M:

M:

n

dli];

Trade Show Booth Rental
Tradeshow Questions Re:Rightfax
Year 2000 Compliance Letter

DN Dhoanabhoank Cokon

WD e = = RN R

-

Add I | Bemove I

Selected Documents

2]
]

Highlight the desired documents, click theéd button, and then click OK.
The documents will be assembled into one fax, including any pages you
have already created.

Using the PowerBar and Print-to-Fax Drivers

Windows 3.x and Windows for Workgroups

These clients can use the RightFAX PowerBar to send faxes quickly and
easily. Before you print a document from its original application, simply
switch from a network printer to the fax printer by clicking on its icon in the
PowerBar. If you rest the mouse pointer on an icon for a few seconds, the
name of the printer associated with that icon will popup. The small red
triangle in the upper left corner of the icon will turn green indicating that it
is the current default printer.
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Printing the document from the original application will causétheUp

Fax Driver dialog to appear. The PopUp Fax Driver is very similar to the
Fax Information dialog in FaxUtil. You can complete all of the required fields
here and the fax will be sent or you can choose to complete them later in

FaxUtil. Either way, the fax will arrive in your FaxUtil mailbox.

Fax Information

Matter I

rTo..
ﬁ"'_-i‘??ﬁ'lﬁcme Sales | Phonebook. . I m’
FaxSumbar |520-555-1234 Cancel I
Voice Humber:
City/State:
-Billing Codes L0 I
Account I Lookup.__ I

Yiew_ .

~Trangmigzion Details__.

B De

Dale:lF ? lF ! Iﬁ
] DD had

Time:lﬁ : IT 24 hr

[ Cover Sheet? D

Priority:

I Normal jJ
Form Type:

I [Hone] ﬂJ
| @ Sent O Received |

[ Hold for Preview? [ Use Smart-Resume? Mumber of Pages: IU

Library. ..

dill

Using Right-Mouse Clicking

If you have Windows 95 or Windows NT 4.0 installed on your machine, you
can fax a document by right-mouse clicking on the document, selecting
Send To > Fax Destination via RightFAXand completing thEax Informa-

tion dialog.
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Windows 95 and Windows NT

Your RightFAX administrator has configured the RightFAX Client control
panel on your machine so that the designated fax printer appears in the list
of Fax Printers on the right as shown below.

Configure Fax Printers [ %]

Awailable Printers FEax Printers

WELGSMAPLE RightFae Fax Printer
Add Existing > > |

<< Remave |

SHBUGSAPALM

Create Fax Driver > |

Fax Server Mame: [SPEEDY
Frotocal: IAutomatic Selection vl

¥ Use Network Login [D?

Uszer |0 IEM G
if:8 I Cancel |

Along with the Client Control Panel, Windows NT and Windows 95 clients
also have the RightFAX tray icon installed in the corner of the taskbar.

From this tray icon, you can launch FaxUtil, Enterprise Fax Manager, the
Client control panel, and other RightFAX related functions. The tray icon
plays an important part in sending faxes. Instead of using the PowerBar to
switch to the fax printer, you can change to the fax printer on the fly by
selecting it from the tray icon menu. Once the fax printer has been selected,
you should print the document from it's original application. Of course, in
most Windows applications you can also simply select the fax printer in the
application'sPrint dialog and then print the fax as usual.
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Faxes printed to the fax printer will deploy th@pUp Fax Driver dialog, in
which you can complete all of the required fields and send the fax immedi-
ately, or you can leave some blank and complete them later in FaxUTil.
Either way, the fax will be recorded in your FaxUtil mailbox.

~To.. — From...
Hlama IAcme Sales Mame IJane Doe
Faxfumber [520-231-7098 \ioice Mumber  |(520) 320-7000
Waice Number I [ CallBack Requested
LCompany I —Send At ...
City/State I ™ Delay Send ? [ Cheap Rates ?
Phonsbook >> | AddEnt.. ||| pae |02 .05 .38 | iz | 03 ;14 |
— Tranzmizsion Details..——— [~ Biling Codes...
Form Type NOTUSED |
[ tNore) =l woruseo [
Pricrity INormaI j Lookup |
™ Hold for Preview? : T | = | ’WI
¥ Include cover sheet when sending? J
r : Hotes... | About | Cancel |

Quick Fax/Broadcast

This feature, accessible only from the RightFAX tray icon in Windows 95
and Windows NT taskbars, launches the PopUp Fax Driver to send a cover
sheet with notes and/or library document attachments. This feature is
especially handy for sending fax broadcasts in which you can automatically
enter recipient information from Phonebooks and include fax bodies from
documents stored in the RightFAX library.

Send To Menu

If you have a Windows NT 4.0 or Windows 95 workstation, you can send a
document as a fax via the Send To menu. Simply right-mouse click on a
document on the desktop or select Send To from the File menu of most
Microsoft applications and choose to send to a fax address via RightFAX.
This will launch the RightFAX addressing dialog and send your document
to RightFAX for conversion to fax format. Note that the original document
file must be one of the formats converted natively by RightFAX (i.e. MS
Word, Excel, etc.). Se&ppendix C for a list of supported file formats.
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Because embedded
codes only work in
applications that treat
characters as text (as
opposed to graphics),
some graphics pro-
grams will not accept
embedded codes.

Tip: Create a style
called RightFAX in your
word processing
application that uses a
native printer font. This
will make it easy to add
embedded codes.

Using Embedded Codes

Embedded codes are special faxing instructions that you insert into
documents created in other applications. You can use embedded codes to
include fax cover sheet information, attach library documents, add billing
information, etc. Embedded codes let you to create and send faxes without
using FaxUtil or the RightFAX PowerBar.

To add an embedded code to a document, type the code you want, along
with any required parameters, between angle brackets. For example, an
embedded code that tells RightFAX the destination fax number is written
as:

<tofaxnum:555-1212>

Embedded codes can be placed anywhere in the document that you will be
faxing (top, middle, bottom), and can be used in any document that accepts
text characters. Embedded codes work the same way regardless of your
native application.

You mustuseonly native printer fonts for embedded codes in your docu-

ment (as opposed to True Type or Postscript fonts). RightFAX can create
fax images of these other font types, but is not be able to "read" them as
text. The entire embedded code must be in a native printer font, including
the angle brackets.

Embedded codes cannot line wrap. If any embedded code statement is so
long that it wraps to a second line, it will be ignored.

RightFAX removes all embedded codes from a document when it converts
the document to fax form, so they don’t appear in your final fax. If you type
an embedded code incorrectly, it will be ignored by RightFAX and will be
included in your fax. Embedded codes may be written in either upper or
lower case.

The following is a complete list of embedded code keywords, descriptions,
and their correct syntax:



Chapter 3: Creating and Sending Faxes

ADDDOC
Examples:

<adddoc:x:\bin\xyz.tif>
<adddoc:\\server8\sys\bin\xyz.tif>

Tells RightFAX toadd another file to the end of the fax. The specified file is
not deleted after conversion. This additional file can be in one of over 45 of
the most popular IBM and Macintosh native application file formats. If you
have purchased the optional RightFAX PScript module, you can also attach
PostScript and PDF files. SAependix C for a complete list of supported
formats. Be sure to specify the complete file path, including drive and
directory and ensure that RightFAX has access privileges. More than one
ADDDOC code can appear in the main document; the additional files will be
appended in the order that they appear in the main document.

In the second example above, the file to attach is named with a UNC
(Universal Naming Convention) specification. This is recommended

instead of a drive letter, because the mapping or drive links may be different
for the fax server versus the machine on which the fax output originates.
For example\\server8\sys\bin\xyz.tihay appear to the user, Jane, when

she is logged in ad:\xyz.tif. However, the fax server may not be able to

find the file if it has a different mapping on ks drive.

Maximum field length: N.A.

ADDDOC2
Examples:

<adddoc2:x:\bin\123.tif>
<adddoc2:\\server8\sys\bin\xyz.tif>

Tells RightFAX toreplace the file with the specified file when preparing the
fax. The specified file ideleted after conversion. This additional file can be
in one of over 45 of the most popular IBM and Macintosh native applica-
tion file formats. If you have purchased the optional RightFAX PScript
module, you can also attach PostScript and PDF files.

Maximum field length: N.A.
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ADDDOC3
Examples:

<adddoc3:x:\bin\xyz.tif>
<adddoc3:\\server8\sys\bin\xyz.tif>

Tells RightFAX toadd another file to the end of the fax. The specified file
will be deleted after conversion. This additional file can be in one of over
45 of the most popular IBM and Macintosh native application file formats.

If you have purchased the optional RightFAX PScript module, you can also
attach PostScript and PDF files.

Maximum field length: N.A.

ADDDOC4
Examples:

<adddoc4:x:\bin\xyz.tif>
<adddoc4:\\server8\sys\bin\xyz.tif

Tells RightFAX toreplace the output file with the specified file for conver-
sion into a fax. The specified file it deleted after conversion. This file
can be in one of over 45 of the most popular IBM and Macintosh native
application file formats. If you have purchased the optional RightFAX
PScript module, you can also attach PostScript and PDF files.

Maximum field length: N.A.



Chapter 3: Creating and Sending Faxes 45

ATDATE, AT_DATE
Examples:

<AtDate:9-15-96>
<at_date:+2>

Schedules the fax to be sent on a specific date. There are two different
ways to express dates: relative or absolute. Relative dates give the number
of days from today’s date; for example, “+7” would be a week from today.
Absolute dates are in the format: MM/DD/YY, MM-DD-YY, or MM-DD-

YYYY. The absolute date format does not change for international coun-
tries.

ATDATE is often used in conjunction with ATTIME. If only a date is
specified, i.e. no ATTIME is used, the time is assumed to be “now” (the
current time of processing). For example, if a fax is sent to the queue at 3:30
p.m. and it contains <ATDATE:+1>, it will be scheduled for 3:30 p.m.
tomorrow, not at midnight tomorrow.

Maximum field length: 10 characters

ATTIME, AT_TIME
Examples:

<AtTime:5:12p>
<at_time:+2>

Schedules the fax to be sent at a specific time. There are two ways to
express the time value: relative and absolute. Relative time values are in the
format ‘+#', i.e. <ATTIME:+1> schedules the fax for one hour from the time

it is processed. An absolute time value is entered in either 12 or 24 hour
format; a colon separating hours and minutes is optional. All the following
are valid examples of absolute time values: <ATTIME:1722>

<ATTIME:0800> <AtTime:8:00a> <AT_TIME:10:00p> <At_Time:0659p>.

The fax server may not send the fax exactly at the minute specified. Rather,
the fax becomes eligible for scheduling on an available outgoing fax line
within 15 minutes of the time specified.

Scheduling a fax for a time between midnight and the current time will
actually be scheduled on “today’s” date, so the fax is immediately eligible
for scheduling. You can use the ATDATE embedded code to change this.
If, for example, you want to schedule the fax for 3 a.m. tomorrow morning,
you need to use the codes: <ATDATE:+1><ATTIME:0300>.

Maximum field length: 9 characters
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BILLINFO1, BI1

Examples:

<billinfo1:99999>
<bi1:99999>

Assigns a billing code to the fax. If your RightFAX administrator has set
up the system to require billing codes, you must enter a valid billing code
here or the fax will not be sent.

Maximum field length: 15 characters

BILLINFOZ2, BI2

Examples:

<billinfo2:87654-B>
<bi2:99999>

Assigns a second billing code to the fax if desired. If your RightFAX
administrator has set up the system to require this field, you must enter a
valid billing code here or the fax will not be sent.

Maximum field length: 15 characters

BREAK

Example:
<break>

This embedded code tells RightFAX to break a single the fax document into
multiple faxes with multiple recipients. The break occurs at the point where
the <BREAK> code is encountered. Each separate fax in the document
must contain its own fax recipient information using the <TO_NAME> and
<TO_FAXNUM> embedded codes.

When RightFAX encounters this embedded code, it automatically flushes
any existing print formatting information that was contained in the file's
print header. Because of this, the <BREAK> code should be used only
within ASCII print stream files that do not have print headers associated
with them (such as batch files, or files from mailframes)

Maximum field length: N.A.



Chapter 3: Creating and Sending Faxes 47

BROADCAST
Example:
<broadcast>

Fine tunes the server for sending fax broadcasts. Including this embedded
code in your fax eliminates unnecessary server processes, thereby increas-
ing the speed at which a broadcast is sent. For example, using the
<BROADCAST> code causes the server to increase the interval in which it
polls for and returns status information (typically greater than 20 minutes).

In addition, the server will not process requests for notification or auto-
matic printing of sent faxes. However, the server will still automatically print
failed faxes, if that option is selected.

Maximum field length: N.A.

CHANNEL
Example:
<channel:3>

Tells RightFAX to send this fax out on the specified channel on the fax , ; proadcast, you can
board; 0 = any channel, 1 =first, 2 = second, etc. This code would be usefodate amongst a set of
if your company uses one channel for priority faxing, and you want your faxchannels for faster
to go out right away; with the <CHANNEL> code you can tell RightFAX to transmission.

use that channel instead of the first available channel, which might take a

while. You can also use this code for broadcasting. You can limit your

broadcast to go out on only one channel, leaving the others free for single

faxing.

Maximum field length: N.A.
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COMPLETEEVENT, NOCOMPLETEEVENT
Examples:

<completeevent>
<nocompleteevent>

These codes are used to enable complete events which can be serviced
from the RightFAX API. The new events are useful when writing code to
feed back fax status to a database or host.

Maximum field length: N.A.

COVER
Example:
<cover>
This code may be Turns on automatic cover sheet generatioly for the fax generated by
invalid if your adminis- the document containing this embedded code. This code is useful if the
trator has restricted your default setting is to send without cover sheets and you would like to send

ability to change cover

sheets this particular fax with a cover sheet. The code temporarily overrides the

default setting. Use FaxUtil to change the default permanently.

Maximum field length: N.A.

DELETE, AUTODELETE
Examples:

<delete>
<autodelete>

Specifies that the fax should be deleted from the fax mailbox after being sent
successfully This code overrides any default auto-delete setting.

Maximum field length: N.A.
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DELETEALL, AUTODELETEALL
Examples:

<deleteall>
<autodeleteall>

Specifies that this fax should be deleted after being sent, whether or not the
send was successful. This code overrides any default auto-delete setting.

Maximum field length: N.A.

DELETELASTPAGE
Example:
<deletelastpage>

Specifies that the last page of the fax contains embedded code information
and should be removed.

Maximum field length: N.A.

FCSFILE
Example:
<FcsFile:MYCOVERL1.PCL>

Instructs the fax server to use the file specified as the cover sheet. The
cover sheet model specified must exist in the \RIGHTFAX\FCS directory on
the server. If the FCSFILE code is not present in a document, the user’s
default will be selected automatically. If the user does not have a default
cover sheet, the cover sheet of the group to which the user belongs will be
selected. If the group does not have a cover sheet, then FCS.PCL will be
used. The cover sheet model specified MUST always end with the .PCL
extension. Only administrators can create cover sheets.

Maximum field length: 12 characters
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FINE
Example:
<Fine>
Tells the fax server to convert the body of this fax in Fine resolution

(200 x 200 DPI) mode. Fine resolution is recommended for high quality and
OCR documents. This code overrides the default mode set in FaxUTtil.

Maximum field length: N.A.

FORMTYPE
Example:
<formtype:lthd>

Causes the fax to be imaged onto a specific form or paper to give the effect
that the document was printed on the form/paper and then faxed. Forms
and paper-types must be setup by your system administrator.

Maximum field length: 15 characters

FROMFAXNUM, FROM_FAXNUM
Examples:

<FromFaxNum:520-555-1234>
<from_faxnum:520-555-1234>

Specifies the sender’s fax number. The data specified using this code is
placed verbatim onto the fax cover sheet.

Maximum field length: 31 characters

FROMGENFAXNUM, FROM_GENFAXNUM
Examples:

<FromGenFaxNum:555-2000>
<from_genfaxnum:520-555-1234>

Specifies the sender’s company’s fax number. The data specified using this
code is placed verbatim onto the fax cover sheet.

Maximum field length: 31 characters
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FROMGENPHONE, FROM_GENPHONE
Examples:

<FromGenPhone:602-555-1000>
<from_genphone:766-9889>

Specifies the sender’s company’s phone number. The data specified using
this code is placed verbatim onto the fax cover sheet.

Maximum field length: 31 characters

FROMNAME, FROM_NAME
Examples:

<FromName:Fred Smith>
<from_name:John Doe>

Specifies the sender’s name. The data specified using this code is placed
verbatim onto the fax cover sheet.

Maximum field length: 59 characters

FROMPHONE, FROM_PHONE
Examples:

<FromPhone:555-1234>
<from_Phone:555-1234>

Specifies the sender’s phone number. The data specified using this code is
placed verbatim onto the fax cover sheet.

Maximum field length: 31 characters

IGNORE
Example:
<ignore>

Tells RightFAX to ignore all following embedded codes. This is useful for
designing a sample document for other users.

Maximum field length: N.A.
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LIBDOC

Example:
<libdoc:infopk1>

Instructs the fax server to send a library document instead of converting
the printed output from the application into a fax. Any text from the
document that contains this code is discarded. Multiple library documents
may be named, or strung together, by including multiple codes, for example:

<LIBDOC:infopk1><LIBDOC:prices><LIBDOC:orderform>
<TO_NAME:John Doe><TO_FAXNUM:555-1234><COVER>
The quick brown fox jumped over the lazy dog.

These codes would cause the INFOPK1, PRICES, and ORDERFORM library
documents to be assembled into a single fax, with a cover sheet, and sent to
John Doe at 555-1234. The text “The quick brown fox...” woolchppear

on the fax, as the LIBDOC code causes it to be discarded. If you wanted to
keep the text, you should use the LIBDOC2 code instead.

Maximum field length: 21 characters



Chapter 3: Creating and Sending Faxes

53

LIBDOC2
Example:
<libdoc2:infopk1>

Instructs the fax server to send a library document in addition to converting
the printed output from the application into a fax. The named library
document is attached onto the end of the document containing the
LIBDOC2 code. Multiple library documents may be named, or strung
together, by including multiple codes, for example:

<LIBDOCZ2:infopkl> <LIBDOC2:prices>
<LIBDOCZ2:orderform> <TO_NAME:John Doe>
<to_faxnum:555-1234> <cover>

John, here is the information you requested on
our new widget assembly. I've included the
current price list and an order form for your
convenience.

These codes would cause the INFOPK1, PRICES, and ORDERFORM library
documents to be assembled onto the end of the fax with the note to John.
A cover sheet would automatically be added by the fax server because of
the <COVER> code and the fax would be sent to John Doe at 555-1234. The
LIBDOC2 code differs from the LIBDOC code in that the text “John, here

is...” isnot discarded.

Maximum field length: 21 characters
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Any print job containing
the <newlib> code will
automatically remove
the fax from a user’s

mailbox, after it is
successfully converted
into fax format and
placed in the library
database.

NEWDEST

Examples:

<to_name:John><to_faxnum:555-1234><newdest>
<to_name:Mary><to_faxnum:230-5000><newdest>

The <NEWDEST> code tells RightFAX that you want to send this fax
document to multiple recipients. The <NEWDEST> coulstappear after

each and every destination, including the last one. Also, the <NEWDEST>
code only allows certain codes to be repeated:

<TO_NAMEname>
<TO_FAXNUMfax number >
<TO_CONTACTNUMumber>
<TO_COMPANYompany>
<TO_CITYSTATE:location >
<BILLINFOL1: info >
<BILLINFO2: info >

If <NEWDEST?> is not used, only the last occurance of any given embed-
ded code will take affect.

This code is not used to break one document into multiple faxes, but rather
faxes one entire document to multiple recipients.

Maximum field length: N.A.

NEWLIB

Example:
<newlib:testlib,test_library>

This code allows library documents to be created and/or updated simply by
printing to a network print queue. Substitute the desired library document
ID in thetestlibparameter and the library document description in the
test_libraryparameter. This functionality works with PostScript and PCL-5
printer emulation. The newly created library document will automatically be
assigned LAN accessibility only.

Maximum field length: N.A.
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NEWLIB2
Example:
<newlib2:testlib,test_library,LFWC>

This code allows library documents to be created and/or updated simply by
printing to a network print queue. In addition, you can assign accessibility
attributes for each document. Substitute the desired library document ID in
thetestlibparameter and the library document description in the
test_libraryparameter. This functionality works with PostScript and PCL-5
printer emulation. The newly created library document will automatically be
assigned accessibility rights based on the following flags:

L =LAN; F=FOD; W = Web; C = Catalog
Maximum field length: N.A.

NOBODY
Example:
<nobody>

This code tells RightFAX to fax only the cover sheet, and not include a fax
bodydocument. Any codes in the document that are not used for the
production of the cover sheet will be ignored.

Maximum field length: N.A.

NOCOVER
Example: The use of the
<NOCOVER> command
<nocover> does not relieve the user
of the responsibility for
This code turns off automatic cover sheet generativyfor the fax supplying the required
generated by the document containing this embedded code. Only the b#dynformation, such as
of the fax will be sent the “recipient’s name and
’ fax number.

Maximum field length: N.A.
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NORMAL
Example:
<Normal>

This code tells the fax server to convert the body of this fax in Normal (200 x
100 DPI) mode. Normal works well for draft-quality resolution and shorter
transmission times. It overrides the default mode set in FaxUtil.

Maximum field length: N.A.

NOSMARTRESUME
Example:
<nosmartresume

This code will disable the Smart-Resume feature for a particular fax. It
requires no additional parameters.

Maximum field length: N.A.

NOTE
Example:

<Note:the quick brown fox jumps over the>
<Note:lazy dog>

This command is used to add comments to your cover sheet. You may use
as many as 21 NOTE codes in a single document if you want to enter multi-
line comments. The comments will not be reformatted by RightFAX.

Maximum field length: Up to 21 lines of NOTE codes can appear, each
having up to 69 characters.
NOTIFY_OK
Example:
<notify_ok>

This code turns on notification upon successful sending of a particular fax.
It requires no additional parameters.

Maximum field length: N.A.
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NOTIFY_ERROR
Example:
<notify_error>

This command turns on notification upon too many unsuccessful send

attempts (e.g. where the fax is abandoned) for a particular fax. It requires no
additional parameters.

Maximum field length: N.A.

NOTIFY_RETRY
Example:
<notify_retry>

Turns on natification upon successful send attempt where fax will be retried
for a particular fax. No additional parameters are required.

Maximum field length: N.A.

PREVIEW
Example:
<preview>

This command holds the fax for preview before sending it. You must use
FaxUtil to view the fax an&eleasédt when you are ready to send.

Maximum field length: N.A.
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PRIORITY
Examples:

<priority:high>  <priority:h>
<priority:normal> <priority:n>
<priority:low> <priority:I>

This code allows you to set the priority of the outgoing fax. Valid values
are; Low (L), Normal (N), and High (H). Each user has a default priority
which will be used if none is specified by an embedded code. Only users
so designed by the administrator are able to use High priority. If you are
not authorized to use High priority, and you include <priority:high>in a
document, the fax will be forced to Normal priority.

Maximum field length: N.A.

RETRYCOUNT
Example:
<retrycount:3>

You can specify the number of times a particular fax will be retried after
encountering certain error messages (e.g. fax number busy, human an-
swered, etc.). This value will override the default setting for this fax only.
A value of 0 tells the fax server to use the system defaults. A value of 1
tells the fax server to try only once, 2 tells it to try twice, etc.

Maximum field length: 2 digits

RETRYINTERVAL
Example:
<retryinterval:02>

You can specify the amount of time (in minutes) between retries for a
particular fax. This value will override the default setting for this fax only.

Maximum field length: 2 digits
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SAVE
Example:
<save>

This code specifies that this fax should NOT be deleted after being sent. It
overrides any default auto-delete setting.

Maximum field length: N.A.

SIGNATURE
Example:
<Signature:BOB>

RightFAX allows you to store scanned images of signatures in the system,
and insert them into fax documents. The SIGNATURE code specifies which
signature image to use. The signature will be inserted into the document at
the location of the SIGNATURE embedded code statement; i.e. the signa-
ture image is placed on the page at the place where the code is found.
Multiple signature codes per document are supported. You must be
authorized to use a given signature, or the fax will be failed by the fax
server.

Maximum field length: 21 characters

SMARTRESUME
Example:
<smartresume>

This code will enable the Smart-Resume feature for a particular fax. It
requires no additional parameters.

Maximum field length: N.A.
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TOCITYSTATE, TO_CITYSTATE

Examples:

<ToCityState:Peoria, IL>
<to_CityState:Tucson, AZ>

This code may include not only the city and state of the recipient, but the
full street address as well. The data specified using this code is placed
verbatim onto the fax cover sheet.

Maximum field length: 59 characters

TOCOMPANY, TO_COMPANY

Examples:

<ToCompany:Smith, Inc.>
<to_company:Acme>

This code specifies the recipient's company name. The data specified
using this code is placed verbatim onto the fax cover sheet.

Maximum field length: 59 characters

TOCONTACTNUM, TO_CONTACTNUM

Examples:

<ToContactNum:555-1234>
<to_contactnum:555-1234>

This is the recipient’s voice phone number. The data specified using this
code is placed verbatim onto the fax cover sheet.

Maximum field length: 31 characters
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TOFAXNUM, TO_FAXNUM
Examples:

<ToFaxnum:555-1234>
<to_faxnum:555-1234>

This code indicates the fax number to dial when sending the fax. Special
characters and dialing macros may be used in conjunction with the fax
number; for a list and description of valid characters, see Chapter 8,
Managing Faxes and Attachments.

Maximum field length: 31 characters

TONAME, TO_NAME
Examples:

<ToName:Bob Smith>
<to_name:frank>

If the name specified matches one of your Phonebook ID’s, then RightFAX
automatically uses the corresponding individual or group entry to send this
fax. Otherwise, the name will be placed verbatim on the fax cover sheet. If
you wish to use an entry or group from another user’s phonebook, use the
syntax, “UserID!EntrylD.” Only published phonebook entries of other

users may be referenced.

Maximum field length: 59 characters

UNIQUEID
Examples:
<UniquelD:XYZ120396>

This code assigns the Unique ID field (as displayed in the FaxUtil window)
to a fax. If no Unique ID is specified using this code, one will be automati-
cally created by the fax server. Unique ID's are useful for tracking docu-
ments or as a supplement to the two fax billing codes.

Maximum field length: 15 characters
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If diacritical characters
do not appear as
expected in the final fax
image, the characters
may be being translated
by a code page on the
RightFAX server that
maps characters
differently than the
computer that originated
the fax

Diacritical Character Support

Diacritical characters are foreign language or other special characters not
normally found on the standard English keyboard. The diacritical charac-
ters available to you when creating a document depend on the PCL symbol
set you are using. The RightFAX server automatically keeps track of and
translates the following PCL symbol sets:

8U [Roman-8]

10U [PC-8 Code Page 437]
12U [PC-850 Multilingual]
ON [ISO 8859/1 Latin 1]
19U [Windows 3.1 Latin 1]
9U [Windows 3.0 Latin 1]

The appearance of diacritical characters in your fax depends the symbol set
used to create the characters and on the OEM code page of the RightFAX
NT Server. To ensure that the diacritical characters included in a fax or on a
fax cover sheet appear as expected, the symbol set used by the originating
computer must map fully to the OEM code page on the RightFAX server.

Embedded codes encoded with one of the supported symbol sets are
automatically translated into either code page 437 or 850, depending on the
OEM code page of the RightFAX server. If NT is using an OEM code page
of 437, then embedded codes in the above symbol sets will be translated
into code page 437. If any other OEM code page is employed, then
embedded code data will be translated into code page 850.

This automatic translation can be disabled with the registry entry:

HKEY_LOCAL_MACHINE/Software/RightFAX/FaxServer/
NoTranslateEmbeddedCodes:REG_DWORD:1

The OEM code page used by the fax server can be determined by executing
this command at a command prompt:

MODE CON:CP /STATUS
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Successful Transmissions

A successful transmission is not defined by how the information was
actually received at its destination. It only means that RightFAX success-
fully made the connection, transmitted the information across the line, and
received information from the target fax machine that indicated fax informa-
tion was received.

Failed Transmissions

If for some reason a transmission attempt is unsuccessful, RightFAX will
display the code “ER” (error-retry) and a brief error message in the status
column of FaxUtil. After a certain number of attempts (normally 5), Right-
FAX will quit trying, consider the transmission failed, and display the code
“ED” (error-dropped) in the status column of FaxUtil. RightFAX then sends
a popup message to your screen stating that the transmission failed. See
Appendix A for a complete list and description of error messages.

Options for Sending

Set the default resolution, fax deletion, printing, priority, and cover sheet
options by selectin§end Fax Options.. from theOptions menu.

Send Fax Options...

Fax Resolution

| 0K I
Body: O Mormal (100 x 200 DPI) @ Fine (200 x 200 DPI)

Coversheet: O Normal (100 x 200 DPI) @ Fine [200 x 200 DPI)
Auto-Delete Setting Help I
’V @ Never ' Only if successfully sent O Alwayps ‘

~Auto-Print 5etting

[ Automatically Print Sent Faxes? [X| Print History? [X Print Failed Faxes?
j [* Print Coversheet? [ Print Successful Faxes?
2 [ Print Body?

IDAK - Optra in Sales

uuuuuu

Default Priority: [X Automatic Cover Sheets?

| Normal =l [RFLOGO.PCL |
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Fax Resolution

Faxes can be sent at two different resolutions: Normal - 100 x 200 dots per
inch (DPI) and Fine - 200 x 200 DPI. Normabde works well for draft-

quality resolution and shorter transmission times, while fégelution is
recommended for high-quality printed documents and optical character
recognition (OCR). You can set separate resolutions for the fax body and
fax cover sheet. The cover sheet fields will only be available Atibe-

matic Cover Sheetoption is enabled (see "Automatic Cover Sheets"
below).

Auto-Delete Setting

Because fax images can consume a considerable amount of disk space, you
may want to automatically delete a fax as soon as it has been sent. You can
specify whether to delete all faxes, only those successfully sent, or none of
the faxes. The disadvantage to using this option is that you will not be able
to view what you sent, it will not appear on your fax list, and cannot be
forwarded. However, it is important to note that enabling automatic

deletion DOES NOT affect your original document if it was created in

another application. If your administrator has enablethive Sent Faxes

for your mailbox, it will override these auto-delete settings, and they will be
disabled.

Auto-Print Setting

You can specify whether to print all faxes and which printer to use. Choose
from the drop-down list of network printers (set up by the administrator).
Toggle thePrint History , Print Cover Sheet andPrint Body fields to print

the fax cover sheet, transmission history, or fax body, respectively. Tog-
gling thePrint Failed Faxesor Print Successful Faxegields prints
unsuccessfully and successfully sent faxes on the specified printer. You
must set either or both of tieint Failed Faxesor Print Successful Faxes
fields before you set the other options, otherwise the settings are invalid.

Default Priority

TheDefault Priority can be set at low or normal. This determines the
priority at which all faxes are responded to by the fax server unless other-
wise specified on an individual basis in #eex Information screen. High
priority is not available as a default, however, your administrator can make
this setting available to you for use on an individual fax basis.
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Automatic Cover Sheets

RightFAX automatically creates and sends a cover sheet for you when you
send a fax. However, if you do not want RightFAX to generate a cover
sheet for your fax, you can disable this feature by toggling ofAthe-

matic Cover Sheetoption. Regardless of whether you have this option
enabled or not, you are still responsible for supplying the system with the
required fax information, such as the recipient’s name and fax number. Only
when the automatic cover sheet option is enabled, can you adjust the
resolution at which the cover sheet is sent (see previous page).

Use Smart-Resume

RightFAX incorporates technology that allows the fax server to intelligently
resend only the portion of a fax which failed to be sent. For example, if you
are sending a 50-page fax and the transmission is broken after 40 pages,
normally all 50 pages would have to be resent. By enabling this feature, the
server will only resend the last 10 pages. The server can also automatically
add a page at the beginning of the retransmission which indicates that this
is a continuation of a previous fax (must be configured by an administrator).
This option can be set on a per-fax basis irFdeelnformation dialog.
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Cover Sheet Information

RightFAX will automatically create a cover sheet for you from the informa-
tion supplied by embedded codes in the document or enteredrasthe
Information screen. Some of this data may include items that you use on
most or all of your cover sheets, such as your name and fax number.
Completing the fields in theover Sheet Informationoption in theDptions
menu will automatically fill-in this information by default every time you
send a fax.

Default ¥alues for Fax Cover Sheet
-For All Faxes

Private Fax Number: lm

General Fax Number: |295-1554
General Yoice Number: |555-1000

~For Dutgoing Faxes

From Name: IJane B. Doe

Yoice Numhel:|555'3433
[C call Back?

For | ing Faxes

To Name:l‘lane B. Doe

To Company: IFligthAX

To City/State: IT““““- Az

| 119 I | Cancel I | Help I

Note: This dialog will appear the first time you log into FaxUtil to prompt
you to complete this information. It will only prompt you once.
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Fax Approval System

For customers with strict review requirements, RightFAX includes the

ability to hold outbound faxes for approval by a full or group administrator.

If your administrator has determined that all of your faxes must be approved
before being sent (set in Enterprise Fax Manager on a per-user basis), they
will be held for approval before sending. A full administrator, your group
administrator, or your group's alternate administrator can retrieve a list of
faxes waiting for approval. The administrator may then view each fax and
decide whether to approve or deny the fax.

Approval is given or denied by selectiagprove Fax or Disapprove Fax

from theFile menu. The reason for approval or denial may be entered (up
to 450 characters) and stored with the date and user ID of the approving
agent in the fax history. The administrator also has the option to delete the
fax, rather than approve or disapprove it. If the fax is approved, it is
immediately scheduled to be sent. If the fax is not approved, it will be
assigned a status of ED: Approval Denied.






Receiving Faxes

In this chapter:

« Receiving Faxes
« Receive Fax Options
* Smart Fax Distribution
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Be wary of forwarding in
endless circles. For
example, if you forward
all your faxes to John,
who automatically
forwards all his faxes to
Mary, and Mary auto-
matically forwards her
faxes to you, faxes will
cycle continuously and
cause a serious error at
the server.

Receiving Faxes

Receiving faxes in your FaxUtil mailbox is a passive operation. You will
receive faxes while you are in your mailbox, while working in other applica-
tions, when you are not in the office, and even when your computer is off.
All processing and conversions happen at the fax server, so receiving faxes
does not interfere with your other work.

Receive Fax Options

You can automatically forward, print, or OCR any fax as soon as you receive
it. To setup any of these options, sekReteive Fax Optiondrom the

Options menu.
Received Fax Options...
For fing
[X Automatically Forward Received Faxes?
() Forward to fax machine ® Forward to network user
Mumber to which to forward faxes: User to which to forward faxes:
f |[GENERAL. GENERAL INFO =
~Printing 0OCR
* Automaticallp Print Beceived Faxes?: ml Automatically OCR Received Fazxes?
| Set Print Options._.. I | 5Set OCR Options._. I
119 I | Cancel I | Help I

Automatic Forwarding

You can automatically forward faxes to either a fax machine or another
network user as soon as you receive them. Toggle the desired option and
specify the number or user ID to which you are forwarding. Forwarding
faxes on an individual basis is discussed in greater detail in Chapter 7,
Forwarding and Routing Faxes.
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Automatic Printing

You can also automatically print faxes as soon as you receive them. Toggle
theAutomatically Print Received Faxesox and set the desired print

options by clicking thé&et Print Optionsbutton. Printing faxes on an
individual basis is discussed in greater detail in Chapteristing Faxes.

Automatic OCR

You can convert fax images to editable text as they are received by togglifigou enable automatic

CR and choose to
theAutomatically OCR Received Faxesield. If you select this option, have your faxes routed

remember to specify the OCR guidelines urisier OCR Options(see to e-mail, both the fax

below). You can only use OCR if you have purchased the optional Right- image and the OCR

FAX OCR module and your administrator has set up the appropriate output will be f07fed to

permissions. your e-mail.
OCR Options

If you choose to automatically OCR all received faxes, you must set the
OCR options to receive the desired output.

Output Paramet

Association: |tk [ixtfile] izl

Format: | Smart AsCHI =

Layout: [wsrwre =l
[ ok | [ cancet | [ Help |

In theAssociationfield, choose the application with which you want the

OCR output to be associated. The associated application must be installed
on your computer. The application will be launched when the OCR output

is viewed or printed.

In theFormat field, toggle the text format used to interpret your fax pages.
ASCII will produce a plain text file, while Smart ASCII will approximate the
original format. RTF (Rich Text Format) is a format which preserves fonts
and formatting, and is only available for Windows clients.
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In theLayout field you may toggl®VYSIWYG (What You See Is What You
Get) orLeft Justified. WYSIWYG will try to read the fax in the layout it

sees. If, for instance, RightFAX sees that the fax has three columns, it will
try to read the document in column style. If you chdasfeJustified,
RightFAX will read and display the output from the left margin of the fax.

Smart Fax Distribution

Inbound faxes can be distributed systematically between a group of users
for processing. If you are a member of such a distribution group (deter-
mined by your administrator), you will continue to receive inbound faxes as
long as you are logged into FaxUtil. If you wish to work in FaxUtil without
automatically receiving faxes, your administrator may have configured your
system so that you can take yourself temporarily out of the distribution
loop by selectingRefuse Fax Distributionsfrom theOptions menu.



Viewing and Annotating Faxes

In this chapter:

» The RightFAX Fax Viewer
* Windows Fax Viewer
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4

View button in toolbar

The RightFAX Fax Viewer

One advantage of storing faxes electronically is the ability to view them
without having to print them on paper. Any fax in your FaxUtil mailbox can
be viewed and annotated on your computer screen using the RightFAX Fax
Viewer.

Windows Fax Viewer

To view a fax, selectitin the FaxUtil mailbox. Press\tesv button on the

toolbar or selecview Body from theFax menu. RightFAX will display the

entire fax including the cover sheet when viewing received faxes, and only
the body of sent faxes. Use tiew Cover Sheebption to view the cover

sheet of a sent fax. The cover sheet is handled separately from the fax body
so that one fax body can be attached to multiple cover sheets (i.e. you can
send the same fax to several people).

Note the toolbar at the top of the Fax Viewer window; the buttons on this
toolbar display most of the tools used to annotate faxes. You can also
select commands from the menus. All of the commands, toolbar buttons,
and corresponding menu options are described below.
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Command Button Menu Key Equivalent Function

Cut Edit Shift+Insert Cuts or deletes the highlighted portion of the fax and
places it on the Windows Clipboard

Copy Edit Ctrl+Insert Copies the highlighted section of the fax to the Windows
Clipboard

Page Rotate Flips or rotates the fax in 90 degree increments

Orientation

Full Page Zoom F Scales entire fax page to fit on the screen; vientire
layout of fax; (can also be selected by clicking the right
mouse button when th#oom in a Little tool is selected)

Full Width Zoom W Scales the fax page to fit within the width of the screen,
but may still need to be scrolled up and down; this is the
default scaling mode when a fax is first opened

100% Cancels all other scaling modes and displays fax at 100%

Viewing (i.e. each dot on the fax is represented by one dot on the
screen)

Zoom Zoom  + Zooms in for a “close-up” of the fax image; range=0%

in 50% to 1600% in 50% increments as displayed in the status bar
at the bottom of the window

Zoom Zoom - Zooms out to “distant” view of the fax image; range=0%

out 50% to 1600% in 50% increments as displayed in the status bar
at the bottom of the window

Pointer Tool Use the pointer tool to select, move and resize floating
notes and other objects

Paste Edit Shift+Insert Pastes the image on the Clipboard in the desired location;
image on clipboard may have originated in another
application or may have been created using the cut and
copy tools of the Fax Viewer; can paste the image in it's
original size by clicking the left mouse button or can paste
the image to fit in a rectangle you draw by clicking and
dragging the left mouse button

Select = Highlights or selects a portion of a fax page; once selected,
it can be cut and copied to the Windows Clipboard

Pan @ Mouse pointer becomes a “hand”; by clicking and

dragging, you can move the page around
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Menu Key Equivalent

Function

Command Button
Binoculars
Zoom .
Selection

Text
Annotation

Floating Notes
FAGE

Previous
Page

==
Next/Prev Page Page

Quick Delete

Zoom in
a Little

Zoom out
a Little

Enhance Image

Scale Speed

Image Type

Invert Color

Clip at
Screen Ratio

Page Ctrl+PgUp
Ctrl+PgDn/PgUp

Edit Ctrl+D

Zoom  Ctrl++

Zoom  Citrl+-

Options E

Options S(speed)
B (quality)

Options

Options |

Options

Use this tool to select portions of the page to look at in
detail; a new window will appear with a magnified view

Drag a rectangle around a portion of the fax to enlarge

it to fill the screen; pressing the right mouse button with
this tool selected will return the fax page to full page view;
(default tool when a fax is initially viewed)

Inserts text into a selected area; text is sized to fit area

Add movable, temporary notes to the fax image

Displays previous fax page; effective only if current page
is 2 or greater

Displays next fax page; effective only if total number of
pages is greater than one

Deletes the fax image currently being viewed

Increases fax image in 2% increments

Decreases fax image in 2% increments

Uses gray scale to soften the image and make it look
smoother; default display is unenhanced (all specks and
letter edges will be shown)

Specifies better speed or better quality in imaging
process

Three options for displaying image in Viewer:
Text=text only, no graphics or complex images;

Line Image= graphs, flowcharts and complex images;
Photograph= complex dithered images like photos or
color graphics

Reverses the colors of the background and text (black text
on white background reverses to white text on a black
background)

Allows you to cut andaste at the size you see on the
screen instead of at the actual fax size
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Command Button

Menu Key Equivalent

Function

Set Clipping
Ratio

Save Settings
on Exit

Image Information

Route Fax

Stamp

Options

Options

Help

Edit Ctrl+R

Edit

Allows you to cut and paste images at a different

ratio than what you see on the screen; range =1 to 256 (the
higher the setting, the more memory required by your
computer)

Saves the current configuration and attributes of the
Fax Viewer for use the next time you view a fax

Displays information (height, width, resolution,
orientation, format, color, etc.) about the fax image
currently being viewed

Routes the fax being viewed to another network user

Stamps the fax being viewed as approved or disapproved
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Only users with
RightFAX administrative
privileges can make
signatures.

Assign From

When you receive a fax, the “from” field may not be complete. To fill in the
sender’s name or assign billing information for cost recovery purposes,
selectAssign Fromfrom theEdit menu in the Fax Viewer. If you enter the
sender’s name here, it will appear in the From column in the fax mailbox. If
these fields are required by your administrator, the fax will read “Info Not
Complete” in the status column if they are incomplete.

Asgign From Info___ B
From...
HName: |Jane Doe ILI
i - (9851212
Yoice Number: | Cancel |
Bill Info 1: {100
Bill Info 2: |101

Make Signature

To personalize outgoing faxes, RightFAX offers you the ability to add
signatures to documents. To create a signature object, you can fax your
signature to your FaxUtil or scan it into RightFAX as a new fax. For
scanning instructions, see ChapteM&naging Faxes and Attachments.

View the fax, and choose tielectbutton from the Fax Viewer toolbar.
With the mouse, highlight your signature, then chddake Signature
from theEdit menu.

Make Signature

5

ignat: Info

Signature Code: |DONALD
Owners Userid: |DJP
D iption: (Donald’s Si;

b

A ized Users

DJP

119 I
==

Cancel

Complete théMake Signaturedialog box by designatingSignature Code

User ID, andDescription. Specify which users, by user or group ID, can

use this signature in their faxes. The owner of the signature is not implicitly
authorized to use it, so be sure to include your own user ID in one of the
Authorized Usersfields.
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Floating Notes

You can add Floating Notes to faxes while viewing them in the RightFAX
Fax Viewer by selecting the Notes button on the toolbar and highlighting
the desired position on the image. Floating Notes, which appear in a box,
are not “burned” into the fax image. They will not appear when the fax is
printed or faxed to another fax machine. They only stay with the image
when it is forwarded or routed to a network user.

Bob, you need to see this!

[" Private Mote [can only be read and modified by creator)
[¥/Protected Note [can only be modified by creator);

(114 I Cancel | Delete

Creator: [ADMINISTRATOR | 09/29/1997
Last Modified By: [ADMINISTRATOR | n9/29/1997

You can place multiple notes on a single page and edit or delete text. You
can also mark notes Private (only seen by creator) or Protected (only
editable by creator) for added security.

Rotating Annotations

Annotations, stamps and notes added to an image rotate as the image is
rotated. In addition, annotated text is written in a wrapped-blocked mode
instead of simply writing a single line. The Viewer proportionately resizes
the text as you zoom in and out on the image.

Note: You may be restricted from annotations as determined by your
RightFAX administrator.






Printing Faxes

In this chapter:

« Printing Sent and Received Faxes
 Printing From FaxUtil

 Printing From the Fax Viewer
 Printing Binary File Transfers

* Print Fax Histories

¢ Print Options

» Automatic Printing
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Printing Sent and Received Faxes

There are several ways to print a fax. As described below, you can print
from the FaxUtil mailbox and the Fax Viewer. You can even print binary file

transfers from FaxUtil.

Printing From FaxUtil
5' In the FaxUtil mailbox, highlight the desired fax and selecPitiat button
on the toolbar or seletrint from theFaxmenu. In thérint dialog box,

Print button in toolbar set the printer options as desired, then press OK to begin printing.

|

Selected PlinlElZI PALM - Laserlet 5si Mopier on 3rd Floor jJ

-Paper
Size: I Default J
Source: I Default J
-Print Hange
[X Print Cover Sheet w
@ All body pages
! Pages
Erom: I Tao: I

! No body pages

-Other Options
Print Qualily:IMedium jJ Priority:
Duplexing:l[)efault j INnrmaI J
Copies:[1 [ Collate Copies?
Output Bin: | Default zl
Account Cude:l
Security PIN:I— [ Stapling?
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Printing From the Fax Viewer

To print a fax while you are viewing it, seld¢ttint from theFile menu or You can print directly
press [Ctrl+P]. Set the printer options as desired then press OK. The fa%,,,, the workstation to a
will be printed exactly as it appears in the Fax Viewer. Printing from the FaXocal printer by printing
Viewer requires your client workstation to do all the processing, as opposeitbm the Fax Viewer.
to printing from FaxUtil in which the server does the processing.

Printer: System Printer [RightFAX Fax
Printer)
Print Range ——————— Cancel |
* Al st Setup... |
" Current Page
) Pages
Bl o]

Print Quality: | 300 dpi - Lopies: l:l

Printing Binary File Transfers/OCR output

To print a binary file transfer or OCR output, highlight the fax and press
Print on the toolbar or seleftrint from theData menu. If you seled®rint

from the toolbar, you must choose between printing the fax image or the file
format/OCR output. If you print the file format or OCR output, RightFAX

will launch the application associated with the file and print from there.

This Fax has a binary file attached to it [probably the output from
an OCRH operation). Would you like to view/print the fax image or
the OCH output?

| OCRH Output I | Cancel I
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Print Fax Histories

You can print the history of a fax in your FaxUtil mailbox. Highlight the
desired fax and select thiistory button on the toolbar @how Historyin
theFile menu. In thédistory dialog box, click on th@rint button and set
the desired print options.

Print Options

There are several print options which may be varied according to your
needs:

Print Range

Ordinarily, all fax pages, from the first to the last, are printed. In addition,
for sent faxes, you can optionally include the cover page in your printed
output by selecting therint Cover Pagecheck box.

Paper Source and Size

Set these options to the appropriate values. They may be limited by your
printer’s capabilities.

Print Quality

Select the desired print quality based on the purpose of your document.
When choosing the printing resolution, it is important to consider two
things. First, RightFAX converts faxes in one of two modes: Normal:
100x200 DPI (dots per inch) and Fine: 200x200 DPI. You can change the
image resolution on an individual basis. Second, different printers have
different printing capabilities. Some print up to 300 DPI, while newer and
faster ones may print at 600 DPI or more. Therefore, depending on your
printer and your document, setting the print qualitiiigh or Low may not
give you the quality you need. Regardless of your printer or your docu-
ment, you will get the best results at the fastest speeds if you use the
Medium resolution, as it always falls within the acceptable range.

Copies and Collating

Select the number of copies you wish to have printed and whether you
want them to be collated at the printer.
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Priority
You can select the priority of the printing jodigh priority will be moved
to the front of the print queudlormal will be taken in the order received,
andLow will be printed if there are no other higher priority jobs in the
queue.

Duplexing
This option is only available if the selected printer has duplexing capabili-
ties.

Output Bin
This option is only available if the selected printer has the ability to output
to separate mailboxes or bins.

Account Code and Security PIN
These options are only available if account numbers and security codes are
required to print.

Stapling

This option is only available if the selected printer has stapling capabilities.
Automatic Printing
You can automatically print all incoming and/or outgoing faxes. For more

information about these features, please see Chapfze&ting and
Sending Faxes and ChapteRé&ceiving Faxes.






Forwarding and Routing Faxes

In this chapter:

Redistributing Faxes

Forward to Fax Machine

Forward to Network User
Automatically Forwarding Faxes
Routing to a Network User
Incremental Searching and Sorting
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L

Forward to Fax Machine
button in toolbar

Forward to Fax Machine
will not remove the
original fax from your
mailbox and creates a
second entry in the fax
list for the copy.

%

Forward to Network User
button in toolbar

Redistributing Faxes

You can forward and route faxes from your FaxUtil mailbox to another
network user or a fax machine anywhere in the world. RightFAX provides
three simple features for automatically or manually redistributing your faxes
to othersForward to Fax Machine, Forward to Network User,andRoute to
Network User.

Forward to Fax Machine

Forward to Fax Machine lets you send a fax already in your fax mailbox to
any other type of group Ill fax system; this includes thermal fax machines,
other RightFAX installations, and even users on your own RightFAX
system (including yourself). To use this option, highlight the fax you want
to forward from your mailbox, then press ff@ward to Fax Machine

button on the toolbar or chooSerward to Fax Machine from theFile

menu. A copy of the fax appears at the top of your fax list with the status
“Info Not Complete.” Edit the fax and fill in the cover sheet information as
you would for any other outgoing fax. Completion of the fax information
releases the fax for transmission. You must also use this procedure to
resend a fax that has been successfully sent. To automatically forward all
incoming faxes to a fax machine (i.e. to your hotel when you're away from
the office) see Chapter Receiving Faxes.

Forward to Network User

Forward to Network User allows you to send a copy of a fax in your
mailbox to another user, or users, on your network. Usimgard to
Network User rather thafrorward to Fax Machine saves time and effort;
since the recipient is already in the RightFAX system, you only need to
specify their RightFAX user ID and you do not have to wait for the fax
conversion before the copy is forwarded.
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To forward to another network user, select the fax you want to forward,
press thé-orward to Network User button on the toolbar or choose

Forward to Network User from theFile menu, then choose one or more user
ID’s. You can forward faxes to a group of users by clicking on the button to
the left of each desired user or entering a list of their ID’s separated by
commas.

Forward to Hetwork User
Uszer[s]) to forward to [multiple selections allowed, use spacebar to select]:
#|D |Name |F|0ute Code |Gr0up | |
FoD FoD 4100 EVERYOME -
TG0l George D Lawlor 2821 TECHMICAL ’J
GEMERAL GEMERAL [NFO 7456 SALES |_‘
GHE Bliss! 8340 TECHMICAL ‘
|Gy Georgia M. Van Hoezen 8325 PURCHASING
i P e e - =]

User[z] to forward to:
IEENEHAL

Motes [these get attached to the Fax history):

I 0K I | Cancel I | Help I

Forwarded faxes will follow each user's incoming fax rules, i.e. if they have

specified all incoming faxes to be OCR'ed, the forwarded fax will be OCR'ed.

If you wish to include any notes with the fax, put them inNbéesfield. Forward to Network User

They will be included in the fax transmission history, which can be acces does not remove your
y_ . . ) Ys _ Filinal fax from your fax

by clicking on theHistory button or by choosin§how History from the mailbox.

File menu. To automatically forward all incoming faxes to a network user

(i.e. to your secretary when you are out of the office), see Chapter 4,
Receiving Faxes.
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Automatically Forwarding Faxes

Each RightFAX user's mailbox can be configured to automatically forward
all received faxes to a different fax number or to another RightFAX user or
group. To configure autoforwarding, open your FaxUtil mailbox, then select
Receive Fax Optiongrom theOptions menu. This opens thieceived Fax

Options dialog:
Received Fax Options.__ ]
F "
[X Automatically Forward Received Faxes?
C! Forward to fax machine @ Forward to network user
Number to which to forward faxes: User to which to forward faxes:
FED, Doe, Jane j|
Printing OCR
A ically Print Received Faxes? [ Automatically OCR |
Set OCR Options...
I OK l | Cancel I | Help I

Check the optioAutomatically Forward Received Faxes

To forward to a different fax number, click Barward to Fax Machine, then
type the fax number in tiédumber to Forward Faxesfield.

To forward to another RightFAX user's mailbox, clickkamward to
Network User, then enter or select the RightFAX user ID inWser to
Forward Faxesfield. If you want to automatically forward faxes to a
RightFAX group, type the group name in thger to Forward Faxedfield.
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Routing to a Network User

Route to Network User, under thd-ile menu, transfers a fax from your

mailbox to another user’s mailbox. When routing, you can enter only one

name at a time; groups are not permitted as with forwarding. This is @I
because with routing you are actually transferring ownership of the fax, and

a single fax can only have one owner. In forwarding, although each PErson . i Network User
receives a copy of the fax, you still own the original. If you need to add any qutton in toolbar
notes, include them in thdotesfield. They will be inserted into the

transmission history which can be accessed by clicking oHigtery

button or choosin§how History from theFile menu.

When you route a fax to another user, their automatic receive options will
apply. If he or she is set up to automatically print, forward, or OCR the fax,
it will be processed as if it were a newly received fax.

Incremental Searching and Sorting

Double-clicking the left
When routing and forwarding to another network user, you can search formouse button on any
the user ID. Double-clicking on the title bar of the ID, Name, or Group ~ ¢olumn header will sort
T . the list in ascending
columns \_Nll_l highlight that column. Yqu can now perform anincremental . Double-clicking
search within that column. Begin typing the first few letters of the user ID, with the right mouse
name of the person, or group you are looking for and the cursor will button will sort the list in

automatically move to that section of the list. descending order.






Managing Faxes and Attachments

In this chapter:

Kick Fax

Transmission History
Recording Thermal Faxes
Exporting Data

Combining Faxes

Splitting Faxes

Scanning Faxes

Library Documents
Creating Forms

Binary File Transfer
Optical Character Recognition
Special Dialing Characters
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Kick Fax

If you set the automatic
delete option to Delete
Always, your fax will be
deleted as soon as the
error-dropped condition
occurs and you will not
be able to kick the fax.

TheKick Fax option appears on th&le menu. It can do one of three
things based on the status of your fax. For faxes with "error-retry"
status messages (i.e. ER: Fax Number Busy), seldGtikd-ax will
immediately try to send the fax again, bypassing the standard server
delay. After RightFAX has tried to send a fax and failed five times, it
stops trying and considers the transmission failed. This is called an
"error-dropped" condition (i.e. ED: Human Answered). Seled€ing
Fax at this point will cause RightFAX to try to send the fax one more
time. You can kick an error-dropped fax as many times as you like.
SelectingKick Fax for a fax with the status "Scheduled for Send" will
update the status of the fax. Thiek Fax command will not resend a
fax that was successfully sent.

Transmission History

m

Show History button in
toolbar

To learn more about a specific fax, select3hew History option from
theFile menu or select thidistory button on the toolbar. The complete
history will appear, providing information about what happened to the
fax and when. The following events are recorded in the history:

* When a fax was sent, or attempted to be sent; the result of the send
attempt; automatic retries

* When afax was received

¢ When a fax was manually routed from one user to another, the user
initiating the route command, and any notes added to the fax

¢ When a fax was printed
¢ When a fax was converted to text using OCR
¢ When a fax was automatically routed using OCR

* When a fax was forwarded from one user to another, the user
initiating the forward command, and any notes added to the fax.

Note that RightFAX derives parts of its transmission records from the
fax boards themselves. Sometimes information from the board may be
garbled and difficult for RightFAX to read or understand, so an “Un-
known Error” is recorded. Gammalink boards report a specific error
number so you can refer to the Gammalink fax board manuals for
explanations of these error codes.
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Recording Thermal Faxes

If your organization tracks fax billing information, you may want to record
faxes received and sent from freestanding thermal fax machines at your site.
For this purpose, RightFAX includes tRecord Thermal Faxfeature.

When you seled®ecord Thermal Faxfrom theFax menu, a modifiedrax
Information screen appears. Notice that you can now edit the number of
fax pages and whether the fax was received or sent. If you do not specify
otherwise, RightFAX assumes the fax to have been sent. All required fields
still apply. After you have completed the information for a thermal fax, it
appears in your fax mailbox with “Thermal Record” in the status column.
You may edit or delete this entry just like any other fax entry but there is no
image or history associated with it.

Exporting Data

Binary files or faxes that have been OCR'ed can be saved to a network or
local directory. Highlight the desired fax, selEgport... from theData

menu, and complete the path information. This function is similar to the
Save As...command in many applications.
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s Combining Faxes

Combine button in

You may want to combine several faxes to send them out as one complete
toolbar

document. To do this, use tB®mbine option.

Combine Faxes ]
Date / Time Mame / Number Start End
10/14/98 12:15 PM # RightFAX 1 1
10/13/98 12:41 PM # RightFAX 1 8

~Pages o Combi

Yiew Fax I
Ol | Execute Combine I
! Range From: |1 To: |1
C |
€ None
Help I

Send all of the documents that you want to combine to the fax printer by
printing them from their respective programs. Once they are in the mailbox,
select each of them and click on bembine button or choos€ombine

from theFax menu. Arrange the faxes in the desired order and select the
pages to combine. You can preview your new combined fax wiWigiae

Fax button. Clicking on th&xecute Combinebutton will create a new
composite fax in your fax mailbox with the status “Info Not Complete.” To
send it, just complete the fax information as you would for any other fax.
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Splitting Faxes

Enter range of pages to split. Use a hyphen to specify page ranges and a
comma to separate multiple ranges. e.g. 1.2-3.4.5-7:

Split Fax

|1 -3.6-7

[¥ Keep Original Fax?

|?\I"iew Fax?l | 0K I | Cancel I

The Split Fax feature, located under the Fax menu in FaxUltil, allows you to
“split” received faxes into separate documents by specifying different page
ranges. For example, a single two-page fax can be separated into two faxes,
each containing one page. This feature is especially useful when multiple
documents arrive as a single fax.

Scanning Faxes

If you have a scanner that is compatible with RightFAX, you can scan
documents directly into RightFAX. If your scanner is not listed as compat-
ible, you can still indirectly fax a scanned image from RightFAX by scan-
ning into another application and then printing to the fax printer.

Configuring the Scanner

You must configure your scanner type before scanning in RightFAX. First,

make sure that the scanner is installed at your workstation and the power f%you will be using a

CSl scanner, you

on. Then selec@onfigure Scannerfrom theOptions menu. Fromthelist  spouid install WINASPI

of compatible scanners, highlight your scanner type and pesss or WINASPI32. Other
) ) o scanners should have
RightFAX will perform a compatibility test on your scanner. If no error the appropriate drivers

appears, then your scanner will function with RightFAX and you should installed.
presOK.
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Scanning With a Compatible Scanner

You can use the scanner two different ways. You can add a scanned
attachment to an existing fax or you can create a new fax consisting entirely
of the scanned attachment.

la. If you want to add a scanned attachment to a document you are
ready to send, print the document to the fax printer in the normal
manner. If you have used a macro or embedded codes to provide
RightFAX with the destination, you should leave at least one
required field incomplete to prevent RightFAX from sending the
fax before you have had a chance to scan your attachment.

1b. Start the FaxUtil program. After the initial processing has taken
place, the fax you just printed will appear in your mailbox with the
status “Info Not Complete." Highlight the fax and seledit from
theFile menu to edit the cover sheet information. If you have not
already provided RightFAX with the destination information, you
may do so now. Proceed to step 3.

2. To create a new fax using only a scanned image, start the FaxUtil
program and selebtewfrom theFaxmenu. In théax Informa-
tion screen, fill in the destination information as you would for any
other fax.

3. To begin the scanning process, selecStenbutton in the~ax
Information screen.

Scanning Options

— Scanner [nformation
HP 17504 [HP Scanlet llc)

r— Scanning Quality
" Momal Mode [100 % 200 DP1)

= e autardocumett feeder?

7| Scan eventhing infeeder?:
& Fine Mode (200 200 DPI) Mumber of pages to scan: I'I

Scanning Intenzity Page Size

LI _I _'I |Letter j

Lighter Doarker

Cancel | Scan I [ore | Help |

4. Enter the number of pages you wish to scan. (If your scanner is
equipped with an automatic document feeder, you can enter 0 in
this field, and RightFAX will count the number of pages you pass
through the feeder.)
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In theScanning Intensityfield, change the value to reflect the
amount of contrast in the document. Contiaghe difference
between dark and light areas on the page.

The default page size is letter paper. This can be adjusted to legal
or A4 size paper.

In theQuality field you can toggle between scanning in the
Normal fax resolution of 100x200 DPI (Dots Per Inch), andRime
resolution of 200x200 DPI.

If your scanner has a document feeder, you can choose how you
want to use it by toggling tHdse auto-document feedebox and/

or theScan everything in feedebox. (These fields will be grayed-
out if you do not have a document feeder.) You should also enter
the number of pages to be scanned. When you have entered the
desired values, pre§canto begin scanning. If you are using a
document feeder, RightFAX will wait for pages to be placed in the
feeder, and scan without further prompting until the feeder is
empty. If you are using the scanner bed, you will need to align the
page to be scanned on the bed, then press a key to begin scan-
ning. RightFAX will prompt you for pages until you have scanned
the number set in the pages field. When you have finished
scanning, presBone.

Once all the pages have been scanned, you will be returned to the
Fax Information screen, where you can continue to add more
information and finally press [F10] or OK when you are ready to
send the fax.
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Only users who have
been assigned privi-
leges can add and edit
documents in the
RightFAX library.

Library Documents

The RightFAX library can store documents that you fax on a frequent basis
(i.e. company literature, credit applications, or employment forms) for easy
retrieval.

Storing Library Documents

To store a document in the library, print the document from its original
application to your FaxUtil through the fax printer on your network.

Once the fax arrives in your mailbox, highlight it and seBtote in Library

from theFaxmenu. In thétore Fax as Library Documentdialog, enter an

ID code and a document description. The ID code must be unique; a drop-
down list of ID codes used for other library documents is available. The
number of pages in the document is generated automatically.

By default, all documents are initially accessible via the LAN (FaxUtil and
Web Client library). You can assign additional venues by which this
document will be accessible if you have installed the optional RightFAX
Docs on Demand module (purchased separately). If this optional module is
not installed and licensed, the Accessibility fields will appear grayed-out
(disabled).

e Publishto LAN - makes library documents available in the FaxUtil and
Web Client libraries.

» Publish to Web- makes library documents available on the Web
through Web Fax Tools (requires Docs on Demand).

» Publish to FOD- makes library documents available by telephone
through Fax on Demand (requires Docs on Demand).

You can specify the date you want your document to become available for
retrieval by clicking in théctivation Date check box and entering a date.

You can specify when you want your library document to become unavail-
able for retrieval by clicking in théxpiration Date check box and entering a
date.

Retrieving Library Documents

Including library documents in your fax is easy. You can access a library
document through theéax Information screen or using embedded codes.
For more information, see ChapteC3gating and Sending Faxes.
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Creating Forms

The forms feature allows you to "overlay" the image of a form (i.e. your Lljgsgg I’ﬂ""{f};ff;j;ggig
company letterhead, invoices, etc.) on your fax to give the appearance of Fax Manager user

being printed on it originally. record to add or edit
. o forms in FaxULtil.
When creating forms, remember that users can send fakegi{200x200

dots per inch) oNormal (100x200 dots per inch) resolution. You should
create your form ifrine resolution as it easier to decrease resolution
without losing quality than it is to increase resolution without losing
quality. To ensure that your form will be createéFiime resolution, you
must set this option in FaxUtil. Sel&#nd Fax Optionsn theOptions

menu. Toggle th8end Fax BodyasFine resolution. Click OK to accept the
change.

Now you must print the form document from its original application to your
FaxUtil mailbox. You can also scan or fax the document to your mailbox,
however, this produces a poorer quality image.

Once the form arrives in FaxUtil, you can view it using the RightFAX Fax
Viewer to ensure that it is acceptable. After closing the Fax Viewer, you
should select the form by highlighting it using the fax buttons. Ssteot
as Formfrom theFaxmenu and complete ti8tore Fax as Forndialog.

Store Fax as Form
TTI Line Removal: I MHone j Paper SiZlB:INu:me j
Form Code: [[ETTERAEAD =

Description: |Letter Head

Start Page: [1

™ Overlay on all pages?
Mumber of Pages: |0

[X Secure Form?

Authorized Group/User: FAHKETINE j

119 I | Eancell | Help I
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TTI Line Removal

This option is only available if you are creating your form from a received
fax (i.e. you faxed the form to yourself). If this field is selltmne, the TTI

lines (transmission information headers at the top of the page) will not be
removed from the fax and will become part of the form. If you sklset
Blank Lines, the TTI lines on the form will be covered by blank lines,
effectively hiding them, yet not removing them. If you setagdtOut

Lines, you will be deleting the TTI lines from the fax.

Paper Size

This option is only available if you are creating your form from a received
fax (i.e. you faxed your form to yourself). If you seldoine, RightFAX will

not adjust the form to fit a specific paper size. The form will be created from
the actual size of the fax. Selectirgtter, Legal, or A4 will cause Right-

FAX to scale the form to fit the specific paper size.

Form Code

This unique code is used in embedded codes to identify the form.

Description

This is a free form text field for your reference only.

Start Page

This field determines the beginning page of the fax document onto which
this form is to be overlaid (i.e. if this form is the second page of your
company letterhead, you would assign this value to 2 so that it would not
be overlaid on the first page of your fax).

Overlay on All Pages

This field determines if all the pages of faxes are to be overlaid with this
form. You should not toggle this box if this form is specific to a certain
page on a multi-page fax.

Number of Pages

This value determines how many pages of the fax will be overlaid with the
form. Ifitis set to 0, then the entire fax will be overlaid with the form. This
option is only available if you did not toggle tBeerlay on all pagedield.
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Secure Form and Authorized Group/User

You can secure forms by restricting them to specific groups or users. To
secure a form, toggle tt®ecure Formfield and use the drop-down list to
select the user or group authorized to use the form.

Binary File Transfer

RightFAX gives you the option to send a document as a file, rather than as
a fax image through a process called binary file transfer. Only other
machines with fax boards have the ability to receive binary files (e.g. you
cannot send a BFT to a simple thermal fax machine.)

To send a binary file, seleldew from theData menu in FaxUtil. Th®ata
Information screen, which is similar to th&@x Information screen, will
prompt you for the file information. (Note that you cannot seldxrary
Documents, Form Typesor Scanned Documentss you could in thEax
Information screen.)

To...
Mg IAcme Sales | Phonebook. .. I I e I
FaxAumiee (9551234 Cancel I

Yoice Number:

City/State:
— Import... I
rBilling Codes
Account [1123
Matter |3444
Help I
T ission Details. ..
[ Delay Send? | @ Sent O Received |

Date: IW ! IF J Iw File size [bytes): I“
Time: IW : IT [ Hold for Preview?
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If you need to send
several files, you can
zip them into one file

using PKZIP.EXE.
Specify the drive and
directory where your
document is located.

To choose a binary file to send, presslthport button. In thémport
Pageswindow, click on theAdd button to add a file to transfer. You can
only transfer one file at a time. If you want to delete a file from your list,
press thdRemovebutton. When you have added the file, p@ksto

return to thédata Information screen. Complete the send information and
click OK.

Import Pages

Eil
riles ]

Tutal|4l]93 bytes

D:ARIGHTFAXAREADME TXT

Hemove

Move Up

Move Down

| 1] I | Cancel I | Help I

Once your file is ready to go, it will be listed in your RightFAX mailbox as a
file size in kilobytes rather than number of pages. It will then be transferred
as a file and will result in a status of "OK."

If you want to edit your outgoing document, chobaanch from theData
menu; this will launch the application that is associated with your file. You
can also receive and print binary files and launch their applications; for
more information, see ChapteReceiving Faxes.
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Optical Character Recognition
(Requires RightFAX OCR module, purchased separately)

RightFAX can convert received faxes into a specified application format in
order to more easily edit them. For example, if you receive a draft of a
proposal through RightFAX and you want to make large scale changes to
it, you can OCR the fax into a word processing format and edit it in your
favorite word processing application.

To OCR your fax, select it in your FaxUtil mailbox. PressQ@R button §2§A
on the toolbar or sele@CR from theFax menu. Choose the output type, =

format, and layout, as well as which pages you would like to OCR. OCR button in toolbar

TheOutput Type determines the application with which the OCR output will
be associated and the file extension to be uSedput Type does not

mean that the OCR output will be in the proprietary format of the chosen
application. It does not make sense to choose MS-Paint or any other
“graphics” application — the OCR output is always some form of text. Only
applications which are currently installed on your computer will be listed.

In theFormat field you have a choice &SCII, Smart ASCII, orRTF.
ASCII will produce a plain text file, whil&mart ASCII will approximate the
format it was originally giverRTF (Rich Text Format) is a format which
preserves the original fonts and formatting.

In theLayout field, you can choose betwediy SIWYG (What You See Is
What You Get) andeft Justified. WYSIWYG will try to read the fax in the
layout that it sees. If, for instance, RightFAX sees that the fax has three
columns, it will try to read the document in column style. If you choose
Left Justified, RightFAX will read from the left margin of the fax.

When you set the range of pages to be OCR'ed, the new pages will be
added to the end of the new fax. For example, if you first decide to OCR
pages 8, 9, and 10, then OCR pages 6 and 7, the order that they will appear
in the text will be pages 8, 9, 10, 6, and 7.
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Once the fax has been OCR'ed, the flags column on the information bar of
your mailbox will be marked. RightFAX gives you the option of editing
either the OCR output or the fax image; to edit the fax image, view it as
normal with either th&iew button or thé/iew Body option from thé-ax

menu. To edit the OCR output, highlight it and chdaaench from the
Datamenu. This will start the application associated with the file format
you chose.

If you have problems launching your OCR'ed fax document, your Windows
setup may be incomplete. This is especially common with Word for
Windows. You should run the Word Setup program to configure it cor-
rectly in the Windows Registration Database, which tells Windows how to
associate applications with files.

To automatically OCR all incoming faxes, see ChaptBedgiving Faxes.

Saving the OCR Output

You can save the OCR output to a directory with3heeandSave As
commands in the associated application. If you choosgate As

command, the new fax information is saved and the original is preserved. If
you choose thBavecommand, the original fax information is overwritten

by the new fax output.
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Special Dialing Characters

There are several characters that represent RightFAX dialing functions.
These can be used in embedded codes or Fathénformation dialog to

improve fax connections.

Character

Description

0 through 9

Phone numbers and access numbe

, (comma)

1-second pause

5-second pause

Wat up to 15 seconds for a dial tong

Puke dialing tone

10| =

Tone diaing mode (defaul)

This character is replaced i the dial
string by the user's domestic long
distance Auto Biing Code

This character is replaced n the dial
string by the user's international long
distance Auto Biing Code

Hook-flash signal

Generates tone as would *' button o
touch-tone phone

Generates tone as would '#' button g
touch-tone phone

Causes al folowing digits to be hidde]
on fax cover sheet

Causes dialing prefix to NOT be
prepended

Causes dialing postfix to NOT be

appended

=

Dialing characters are
not case sensitive

If you have trouble
sending faxes to
international numbers,
try putting two or three “i”
characters after the
number, for example:
011-44-321-230117iii
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o]

Phonebook button in the
FaxUtil toolbar

For Windows 95 clients
on networks using the
Named Pipes protocol,
opening very large
phonebooks may require
as long as one minute
per thousand entries

RightFAX lets you connect to contact information in your existing data-
bases or you can create your own phonebook list and store it in RightFAX.
ODBC, LDAP, MAPI, and RightFAX phonebooks can store frequently used
names, fax numbers, and other related fax information, providing a conve-
nient means of faxing quickly and accurately.

RightFAX Phonebooks

The RightFAX phonebook is RightFAX's built-in fax recipient database,
customized for each RightFAX user. To open your phonebook, start FaxUtil
(described irtChapter 2), then seleehonebookfrom theList menu, or click

on thePhonebookbutton in the toolbar:

4 RightFAX/FaxUtil - DJP [1#4098) [C[O]<]
File  PhoneBaook  List Options Help

J|0] &S|5a%@H&%l0] 5] =1 2

Phonebook

N‘ﬂa Cnmpany Fax Mumber
Mike Raoth CyberDyne Systems 7E9-5286

Bil Ryan Fed Ripper, Inc. [520) 123-4038 0P
Anne Dever Smith and Dever [520) 234-5603 DJP
Liza Ewing Foling Stone Magazine [520) 345-4038 DJP
‘twonne Fritz SitiCarp [520) 456-5603 DJP
Ed Davies Focking Chairs R Us [520) 567-4038 DJP
ER Ellen Rivers SoftMicro [520] £78-6603 DJP

[ 7 Phonebook eniries | | TCPAPAFARSRY | | 122251 PM

Your private and published entries are displayed. If you added other users'
phonebooks in th®ther option of theOptions menu, those entries are
also displayed.

Organize your phonebook with two types of entries: individuals and

groups. Individual entries store data about single individuals. Group
entries are groups of related individual entries. You may create as many
individual entries and as many groups as you want in order to manage your
records efficiently.

To return to the FaxUtil mailbox from the phonebook, presPhmmebook
button on the toolbar again or selBall Fax List from theList menu.
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Creating Individual Entries

To create an individual entry, switch to tABonebookscreen, then choose
New Individual from thePhonebookmenu or press the [Insert] key. Com-

plete the fields in thPhonebook entrydialog. ThdD field is the only

required field and must contain a unique code assigned only to that record.
You can use any unique string of letters, including the person’s name. For
example, if you are creating an entry for Ted Green you might associated it

with the ID “TED.”

Phonebook Entry

rAddress

=
1D:[FONTWARE =

[” Read Only?

Hame:

Kevin Coolbear

LCompany:

Fontware

Address:

City/State:

Hampshire, GUI

rBilling Codes

-Phone Mumbers

Fax Humber 2:
Phone HNumber 1:|/011441252815514
Phone Humber 2:
Recipient Fax ID:

Fax Mumber 1:|011441252775913

‘Notes

119

Cancel

ik

Adjacent to thaD field is thePublishedcheck box. If you toggle this

option, anyone can see this phonebook entry when they switch to your
mailbox. If you leave the box unmarked, the entry is private and only you
can access it or view it. If you mark the entryResd-Only, it cannot be

edited by anyone other than you, whether it is a private or published entry.
You can also toggle tHexternally Accessiblefield to flag the entry as
exportable to any other system which may be integrated with RightFAX.
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You can also create a new phonebook entry by pressidgith&ntry

button in the=ax Information screen. All the information that you entered
in theFax Information screen will automatically be entered in the phone-
book fields. You are only required to supply an ID code for this new entry,

and you can edit any field you wish.

Following are the field restrictions for phonebook entries:

Field Description Max Length
ID Type a unique ID code. This ID will | 17 characters

be used to refer to this entry, howevgr,

it wil not appear in the actual fax.
Name Type the recipient's name. 59 characters
Company Type the recipient's company name. 59 characters
Address Type the recipient's street address. | 59 characters

is information will not appear on the

fax.

CityState Type the recipient's city and state. 59 characters

Biling Code 1 & 2

Type the code(s) associated with this15 characters

recipient/fax for biling or tracking
purposes. This information will not
appear on the fax.

Fax#1&2

Type the recipient's fax number in th¢ 31 characters

same format you would input if dialing
manually, i.e. 1-800-111-9990 (toll
free call) or 555-1111 (local call). If
you enter two fax numbers, RightFA)
will try both numbers, alternating for 4
total of five tries until it succeeds on
one of the numbers.

Phone #1 & 2

Type the recipient's phone number, i
desired.

31 characters

Notes

Type any additional information abou
the recipient. This information wil no
appear on the cover sheet and is fo
your information only.

127 characters
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Creating Group Entries

To send a fax to a number of different people, without having to enter each

individual recipient, create a group and address the fax to that group. ~ Phonebook groups may
Group names and individual entries appear the same on the phonebook Comalg,#,;g 3000
display. Like individual entries, group entries can be made private or

published. RightFAX will automatically extract individual recipient informa-

tion from that group and send the fax to all of the members.

Groups may be created in two ways:

Select group members from the entries in the Phonebook , o
Don't create indirectly

view, then declare the selected entries a group. self-referencing groups,

L . Lo as FaxUtil cannot
Select group members from existing entries by clicking on the button to the process them. For
left of the entries in Windows. You may choose up to 24 entries per groupexample, suppose you
have the groups “Sales”
Once you have selected the phonebook entries you want to include in yeur “Marketing.” Sales
group, choos&lew Group from thephonebookmenu; you will be prompted I\Z:rskea;ngs gfr;;’r’;i’é
for a group ID. Ente_r an appropriate name for your group according to the, ;' personnel. Market-
same rules for entering individual entry names. This ID can be used to ing has as its members
send faxes to the group or may be included in another group. For instanceivertisers and Sales.
suppose you want to send faxes to all of your sales people nationwide. When you send a fax to

Further suppose that you have set up five regional groups of salespeoplg‘sales’ RIGFAX will

end the fax to Market-
SWSALES, NWSALES, NESALES, SESALES, and MWSALES. All of ing, of which Sales is a
these groups could be included in a group called ALLSALES. To send the member.
same fax to all of your salespeople in the entire country just send a single

fax to ALLSALES.

Phonebook Group

ID:[SALES x| Published?
[X Extemnally Accessible?
[X Read Only?

Entries
Entry 1D: ||—
BOB
CHAN Add
DAVIDSOM
JACKSON HRemove
JACKS [ Bemove |
JOHM
JONES
MARKS
MICHAELS
MIKE

0K I | Cancel I | Help I
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Create a new group and manually fill in the Phonebook ID’s of
each group member.

Create a group by choosihgw Group from thePhonebookmenu before

any entries have been selected. InGheup Phonebook Entrydialog box,

enter a group ID and specify whether this group is published or private just
as you would for an individual phonebook entry. Next, enter up to 24 ID's
of entries you want to include in this group. Group members may be either
individual entries or other groups.

Copying Entries

TheCopy command on thBhonebookmenu allows you to transfer one of
your entries to another fax user on the network. Highlight the entry which
you want to copy, sele@opy from thePhonebookmenu, then enter the
user’s ID or the group’s ID when prompted.

Entering a User's ID copies the selected entries to that user's phone
book. Entering a Group ID copies the selected entries to the phone book
of each uzer in that group.

Lopy item(s] to which User or Group: IWMH

I 0K I | Cancel I | Help I

Using Phonebooks to Send Faxes

There are four ways to use phonebook entries to send faxes:

<TO_NAME> Embedded Code

You can use the RightFAX embedded code <TO_NAME:ID> where ID
corresponds to a phonebook ID, to fill in the fax recipient information. If

you enter a name that is not a valid ID in the TO_NAME: embedded code,
only the “To Name:” blank will be completed for you on the cover sheet.

For example, suppose your sales manager is Ann Thomas and you create a
phonebook entry for her with the ID “Ann." If you use “Ann”
(<TO_NAME:ANnn>), instead of her full name, FaxUtil will not only fill in her
name for you, but her fax number and any other information in her phone-
book entry as well.
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You can also use embedded codes to use another user’s phonebook
entries. To use an entry from someone else’s phonebook, the embedded
code must take the form <TO_NAME: userID!phonebookID>. Forinstance,
assume that your coworker, Ruby Smith, has the RightFAX user ID
“RUBY.” Further, suppose that she has an entry in her phonebook for Mike
Jones under the phonebook ID “MJ." Providing the phonebook entry is
complete and accurate, the only code you would need to insert into your
documentis: <TO_NAME: RUBY!MJ>. (For more information on embed-
ded codes, see ChapteiC3eating and Sending Faxes.)

FaxUtil Phonebook Lookup Feature

You can use thBhonebook Lookupfeature to access your own or another
user’s phonebook entries. You must be inte Information screen to
use this function.

Press théhonebookbutton. By default, your phonebook entries will be
displayed. Highlight the desired entry and click OK. The entry will be
inserted in the appropriate fields of #ex Information screen. You can

also use other user’s published entries as your own. ldgbelD to
searchfield, click the drop-down list to display all of the users on your
network. Select the desired user and click orStearchbutton or press

Enter. The published phonebook entries of that user will be displayed. You
can also use th8earch All button to display the published phonebook
entries of all of the users on your network.

Entries:

10 |,v\ MName |Coﬂ:any IFax Mumber IUsar 10 “
CiJ Catherine and Jenny C&J Spstems E5h-E285 DJP -
T|cHRIS Chiis Eglin RightF&, Inc.  555-4053 DJP
TJINTERNAL CHRIS. DREW, WINDY DJP
“|orew ey et RightFésd, Inc.  (520)5554098  DJP
T 54RAH Sarah Heber Sunlight, Inc. [5:20) 555-6603 DJP
T[winDy “findy Hanes RightF&X, Inc.  555-4087 CJP
KT S| I3
~Search Other Users" Phonebook
User ID to search: |pJP j| Search I | Search All I
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When using an ID code,
be sure that the
Phonebook entry

contains the minimum
amount of information
required to send a fax.

If all required fields are

not completed with valid

information, RightFAX
will hold the fax with the
status “Info Not
Complete.” In such
cases, you must use

FaxUtil to complete the

missing information.

Phonebook ID's in the To Name field of the Fax Information
Screen

You can type a phonebook ID in tName/ID field of theFax Information
screen and press TAB. The rest of the fields will automatically be com-
pleted with the phonebook entry information.

If you want to use an entry from another user’s phonebook, you can enter
that person’s user ID followed by an exclamation point and the phonebook
ID in theNamefield of theFax Information screen. Press TAB to automati-
cally complete the fields. Neither the phonebook ID or user ID is case
sensitive, but you must enter the exact, complete ID for it to work.

Phonebook ID’s Through the RightFAX PowerBar or Printer
Drivers

You can use phonebook ID's in thax Information screen to address your
fax when you use the RightFAX PowerBar or Printer Drivers to send your
fax to the fax printer.
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Importing Phonebook Entries

RightFAX can import phonebook entries from an existing database or file
outside of the RightFAX program, saving you considerable time and effort.
To do this, choose tHeport option in thePhonebookmenu and complete
thePhone Import Specificationdialog box with information about the

source file of your phonebook data.

File Mame: IPhnnehook.txl Open...

Field Delimiter: (8 Comma ) Tab ! Space

[” Quotes around fields? [~ Publish imported entries?

rErmor Handling
Duplicate ID's: (® Replace existing entries C Replace w/confirm
() Generate Unique ID's ) Skip

I Import l | Cancel I | Help I

The first field,File Name is used to specify the name of the file that
contains the import data. This file must be a pure text file — it cannot be a
specially formatted file such as the type created by a word processor. You
can, however, use a word processor to create an import file as long as you
save the file as plain text or ASCII with a “. TXT" file extension.

An additional consideration in setting up the import file format is whether

or not the strings should be enclosed in quotation marks. A string (short
for “string of characters”) is a computer term for a line of text — this
sentence, for example is a string. When some programs export textual data
(strings) they put them in quotation marks so the data can easily be
identified as text. If the program you are taking your phonebook informa-
tion from does this, you will need to toggle thaotes Around Fieldsbox.

Finally, you must specify to RightFAX which phonebook fields are to be
filled. Do this using a field specification line, which is a line of phonebook
field names. The field specification line must be the first line of the file you
are going to import. The valid field names, the maximum length of entries,
and a sample specification line are given below:

Sample Field Specification Line: The ID field is required.
) All other fields are
“ID”, “Name”, “Fax1”, “Company”, “CityState” optional.

“BOB”, “Bob Jones”, “444-3333", “ACME”, “Tucson, Arizona”
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If there is an empty field
in the import file, the
import will fail. For
will fail. "Bob", " ",
will succeed.

Phonebook Field Code Length Limits:

Field Code Maximum Length
ID 17

Name 59

Company 59

Address 59
CityState 59
Faxl 31
Fax2 31
Voicel 31
\oice2 31

BilCodel 17

BilCode2 17

Notes 128

The rest of the file must contain phonebook entries, with data items

arranged in the order of the fields in the field specification line and one
phonebook entry per line. Each data item must be separated by one or more
spaces.

FaxUtil only allows one phonebook entry to be associated with a given
phonebook ID. For this reason, you need to give FaxUtil instructions on
how to handle any duplicate records it encounters in your import file. A
duplicate record is a phonebook entry that has the same ID as another
entry in the import file. FaxUtil gives you four ways to handle duplicate
recordsSkip, Replace, Replace w/ConfirmandCreate New ID. Skip

means that any phonebook entry found in the file with an ID that has
already been used is ignored. In contrastRéplaceoption tells FaxUtil

to use the entry from the file to replace a phonebook entry with the same
ID. Replace w/Confirmis a combination dbkip andReplace
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If you chooseéReplace w/Confirmwhen an import record is found with the
same ID as an entry already in the phonebook, FaxUtil will ask if you want
to replace it. If you respond yes, the import record will overwrite the
existing phonebook entry; if you respond no, the import record is ignored.
The problem with all three of the above options is that they force you to
choose between one or the other — what if you want both? You will need to
Create a New IQ when a duplicate record is encountered, a number is
added to the end of the ID to distinguish it from the entry already using the
ID. For example, suppose you have an entry in your phonebook for Jack
Hayes with the ID “HAYES.” Now imagine you are importing data from a

file that contains a listing for Lisa Hayes, also with the ID “HAYES.” With
theCreate New IDoption enabled, when the record for Lisa Hayes is
imported into your phonebook, FaxUtil will give it the ID “HAYESL1.” If

Lisa’s cousin Mary, is also in the import file with the ID “HAYES,” she will

be imported as “HAYES2.”

As with manually created phonebook entries, imported entries can be
published or unpublished. By toggling tReblish New Entriesbox, all

entries imported from the file will be published; otherwise none of them will.
If you only want some of the entries published and the rest unpublished,
you have two options. The easiest way is to create two separate import
files: one for published entries, the other for unpublished entries. The
alternative is to import all as unpublished and manually edit each entry you
want published, or visa versa.

Deleting Entries

You can use thBeletebutton in the toolbar, seleBeletefrom theFile

menu, or press the Delete key to delete a phonebook entry or a group of
entries. RightFAX will ask for confirmation to protect against accidental
deletion.

Printing Entries

You can print phonebook entries by selectnt... from thePhonebook
menu. Set the parameters and select OK.
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ODBC Phone Books are
only available on
Windows NT and

Windows 95 worksta-
tions.

ODBC Phonebooks

RightFAX allows connectivity to your ODBC databases to leverage your
existing contact database information. This is especially useful for sending
fax broadcasts to large numbers of recipients. There is no need to replicate
your database information or create awkward database scripts to retrieve
the information you need.

Configuring ODBC Phonebooks

There are two parts to configuring ODBC connectivity: general ODBC
configuration and RightFAX ODBC configuration. Each workstation must
be configured individually for both types of ODBC information.

ODBC Configuration

Because every database is different, we will not provide specific instruc-
tions for configuring the ODBC drivers on your workstation. However, we
can provide a few tips. Verify that you have the 32-bit version of ODBC
installed on your system by opening your Control Panel and clicking the
ODBC applet to display tHeDBC Data Source Administratorwindow.

Also, note the user ID and password used to log into the database or onto
the database server. You will use this ID and password in the RightFAX
ODBC configuration.

qUDBC Data Source Administrator [ 2] %]
User DS | System DM | File DSN | DDBC Drivers | Tracing | About |

User Data Sources: Add...

Mame | Diriver |

Clientelle Data Microzoft Access Driver [*.mdb) Remave
dBASE Files Microzoft dBase Driver [*.dbf]

I SOL Server Lonfigure...

ilez Microzoft Excel Diriver [*.xlz]
FowPro Files Microzoft FoxPro Driver [*.dbf)
M5 Access 97 Database  Microsoft Access Driver [*mdb]
Text Files Microzoft Text Driver [*.tat; *.cav]

An ODBC User data source stores information about how to connect to
@ the indicated data provider. A User data source iz only visible to pou,
and can only be used on the current machine.

u] 4 | Cancel Help
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Once you have configured the drivers on your workstation, create a data
source under dser DSNor System DSNn theODBC Data Source
Administrator window.

RightFAX Configuration

Start by clicking the RightFAX tray icon in the corner of your taskbar. From
the menu, sele@DBC Configuration. Select thé\dd button next to
ODBC Phonebookgo create a new ODBC source.

Configure ODBC Phone book E

Phone Book Mame: ITest

ODBC Saource: ITest

SELECT...

Mame Field: |PERSOM.FirstMame+"+PERSON LastMame
Company Field: |0RG.OrgMame
Fax Mumber Field: |PERSON.FaxPhone
Yaice Mumber Field: |PERS OM.FPriPhaons
Location:
Billing Info #1 Field:
Billing Info #2 Field:
Recipient Fax [D:
FROM...
|CIienteIe.dbo.DHG ORG, Clientele.dbo. PERSON PERSOM
“WHERE...
|F'EF|SDN.Drg_ID =0RG.Org_ID

ORDER BY...

ODBC User |D: V¥ Use RightFaX User ID
ODBC User Pazzword: ¥ Use RightFAX Password
250 |

Records to load at once: =

SOL Curgor Type: I Diwnarnic j

Ok Cancel |

In thePhone Book Namdield, enter a descriptive name for this contact
database. In th@DBC Sourcefield, enter the name under which this
database appears on thser DSNtab of the ODBC control panel.
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The next step is to relate the fields of the database to the standard Right-
FAX contact information fields. For example, the fax number is a required
elementin RightFAX. In order to automatically complete the fax number
field, you must tell RightFAX which database field contains the number.
This is done with a simple SQL query. If you are familiar with SQL code,
you can create this information quickly and enter it inSbtectfields. If

you are not familiar with SQL code, you should use a tool such as Mi-
crosoft Query to generate the SQL code for you, then cut and paste it into
theSelecffields.

Note that you can combine database fields to create a single RightFAX field
output. For example, your database may contain separate fields for first,
middle and last names. RightFAX has only one name field, in which first
and last names are usually combined.

In theFROM andWHERE fields, enter the SQL information specified by the
query results. If you wish to presort the data, you may enter the necessary
SQL data in the ORDER field. However, RightFAX allows you to sort by
column after it retrieves the data.

You should also specify the necessary user ID and password to access the
database information. If this ID and password matches those used to log
into FaxUtil, you can simply check those fields. If you have a large data-
base, you should limit the number of records loaded at one time in the
essence of time.
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Use the following example to help configure your RightFAX fields.
Example:

Query SQL output:
SELECT ORG.OrgName, PERSON.FirstName, PERSON.LastName
FROM Clientele.dbo.ORG ORG, Clientele.dbo.PERSON PERSON
WHERE ORG.Org_ID =PERSON.Org_ID

Mapping to RightFAX Fields:

SELECT...
Name Field: PERSON.FirstName+' '+PERSON.LastName
Company Field: ORG.OrgName
Fax Num.Field: PERSON.FaxPhone
Voice Num. Field: PERSON.PriPhone

FROM...
Clientele.dbo.ORG ORG, Clientele.dbo.PERSON PERSON

WHERE...
ORG.Org_ID=PERSON.Org_ID

Using ODBC Phonebooks to Send Faxes

Once you have configured your ODBC information, you can access these
database records in the PopUp Fax Driver or via the Quick Fax option in the
RightFAX tray icon menu.

Select thé®honebookbutton and choose the appropriate ODBC database.
You will be presented with a list of records. If you limited the number of
records displayed at one time, you will see only that number of records. To
view the previous or next increment of records click on the arrows on the
far right side of the table.

You can sort on any column in the list, however, be aware that the limit of
records will be pulled again based on the new sort order. To sort the entire
database before displaying the list, use the Order By clause in the Configu-
ration dialog.

Simply highlight one or more records and click OK to send the fax. The
same fax will be sent to each of the intended recipients.
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LDAP Phonebooks
LDAP Phonebooks are Much like RightFAX's connectivity to ODBC, RightFAX integrates with
only available on LDAP (Lightweight Directory Access Protocol) phonebooks. Information

Windows NT worksta-

fions stored on LDAP servers can now be retrieved via a “live” connection rather

than a static import.

Configure LDAP Phone book

Fhone Book M ame: IEnterprise

LDAP Server: IIdap.acme.com IP Port:|389

Attribute M appings:
Mame; |First name + Last name

Company: |Compary

Faw Number: |Fax Number

Woice Number: |Phone Number

Location: |City + State + Zip
Billing Info #1: |Biling Code 1
Billing Imfe #2: |Biling Code 2
Recipient Fax ID:
Baze DM
Io:acme, c=U5
Search Filter

Icn="

Records to load &t once: |25D _Ij

LDAP User ID: I Use Erightfies [ezer L
LDAP Uszer Password: = Use RightFas Password

ok I Cancel |

Configuration of LDAP sources is accomplished through the RightFAX
Tray Icon menu. Select LDAP Configuration and set up as many LDAP
sources as you wish by mapping the LDAP fields to the corresponding
RightFAX fields. In addition, you can filter the number and type of entries
returned to RightFAX. Once the data has been retrieved, simply select the
desired entries and click OK. The address information for each recipient
will automatically complete the fields necessary to send the fax(es).
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MAPI Phonebooks

RightFAX also integrates with your MAPI-compliant contact lists such as To use MAPI
phonebooks, you must

Microsoft Exchange Address Lists and Outlook Contact Lists. have MAPI installed on
your machine.

Configuring MAPI Phonebooks

MAPI address books and contact list profiles are automatically created by
Exchange, Outlook and other applications. You do not need to configure
any MAPI specific information. However, you must be sure that your
entries contain fax number information for it to be used in RightFAX.

Using to Send Faxes

Once you have entered the appropriate fax information in your address
lists, you can access these records in the PopUp Fax Driver or via the Quick
Fax option in the RightFAX tray icon menu.

Select thePhonebookbutton and choose the MAPI phonebooks. After
selecting the appropriate MAPI profile, you will be presented with a list of
records. You can view all of the lists and address books available on your
system. Simply highlight one or more of the records and click OK to send
the fax. The same fax will be sent to each of the intended recipients.
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When broadcasting the
same document to a
large number of people,
it's generally better to
store it as a library
document. As such, it is
stored in TIFF Group Il
format and does not
have to be converted
again for faxing (i.e. if it
is going to be sent to
200 people, you save the
time on the server of 200
PCL to TIFF Group Il
conversions, freeing it to
do other tasks.)

Broadcast Faxing

RightFAX can send one fax to hundreds or thousands of recipients at a
time. In fact, using RightFAX'’s robust set of embedded codes and ODBC
database connectivity tools, broadcasting is easy. The easiest way to
broadcast faxes is using RightFAX, ODBC, LDAP, or MAPI phonebooks
option in the Quick Fax/Broadcast item in the Tray icon menu. We provide
more information and examples for these methods below. If you are very
familiar with database scripts and macros, you can use the advanced
methods we describe below, however, it is generally not necessary to do so.

Please note that the information in these examples may not apply in every
case. Use these scenarios as reference points and use the general format t
create broadcasts specific to your needs.

Broadcasting with Phonebooks

There are four broadcasting options that use phonebook information: use
ODBC phonebooks; use MAPI phonebooks; use LDAP phonebooks; or
use RightFAX phonebooks. Broadcasting with phonebooks is merely a
large scale version of sending faxes with phonebooks to a few recipients.
Simply follow the instructions described in the previous sections and select
all of the recipients at one time rather than small groups of individuals.

Other Broadcasting Methods

You can use embedded codes to do complex broadcast faxing. We have
provided examples that anticipate common scenarios. These examples are
by no means exact and should be used as guidelines for creating your own
routines and scripts based on your specific database.
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In the following example, we will assume that a library document with the ID
“PROMOL1" has already been created. Further, we will be using FoxPro as a
sample database program, and we will name the database MYLIST; it has
four fields: NAME, FAXNUM, STATE, and COMPANY; and the HPFAX

printer is already linked or captured to LPT1. Using the following FoxPro
program, you can broadcast the PROMO1 document to everyone in the
states of Arizona and California.

set talk off
Select * from MYLIST,;
where STATE=="AZ" or STATE=="CA"
to table TEMP1
set printer to LPT1
set printer on
? "DUMMY TEXT TO FLUSH ANY DATA IN LPT BUFFER"
set printer off
set printer to
if (lused("TEMP1"))
select 0
use TEMP1
endif
select TEMP1
SCAN ALL
set printer to LPT1
set printer on
?? "<libdoc:PROMO1>"
?7? "<toname:"+templ.name+">"
?? "<tofaxnum:"+templ.faxnum+">"
?7? "<tocompany:"+templ.company+">"
?? "<autodelete>"
set printer off
set printer to
ENDSCAN

Broadcasting with Mail-Merge

Because RightFAX has a rich set of commands which can be placed in any
document you print, you can use the mail-merge features of your word
processor to create a fax broadcast. The trick with word processors is that
each document must be printed as a separate print job to your network print
gueue. In our example we will use Word for Windows, which requires a
macro to print each document as a separate print job.
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If you use a different
word processor, or a
different version of
Word, you will have to
maodify this macro to
meet your application's
requirements

Below is a sample letter with appropriate RightFAX and Word codes (note
that the merge fields are shown as they would appear Fighé Codes
option on the/iew menu is enabled):

<formtype:lthd><toname:{mergefield Name}>
<tofaxnum:{mergefield FaxNumber}>
<tocompany:{mergefield Company}>

{mergefield Name}
{mergefield Company}
{mergefield Address}

Dear {mergefield Name}

We would like to introduce you to the ACME
widget. This widget is the leader in safety
and low cost. We are offering our distributors
the chance to evaluate our widget for the low
cost of only $400,000.

Bob Smith
President

If the above letter was merged with a list of ten names to create a new
document, Word would have created a document with ten copies of the
letter, each separated by a section divider. Normally you could just print

the new document and all ten sections would be output as a single print job
to a network print queue. However, if you were to print the document this
way to the RightFAX fax printer, you would get one fax with ten pages and

it would be addressed to the person referenced by the last set of embedded
fax codes.

For Word to output ten separate print jobs, you can use this Word 97
macro:

Public Sub MAIN()
Dim TotalSec, i, F$
WordBasic.EndOfDocument
TotalSec = WordBasic.Sellnfo(2) - 1
Fori=1To TotalSec
F$ =“S" + Str(i)
WordBasic.FilePrint Type:=0,
NumCopies:=1, Range:=3, From:=F$, To:=F$
Nexti
End Sub
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The above macro first counts the number of letters to print by jumping to
the bottom and obtaining the current section number (we subtract one
because there is always an extra section break inserted durivierte To
New Documentoperation.) Next, the macro starts a loop, executing a print
range for the “S#” to “S#” where # is “1” through the total number of
sections. Since the range is prefixed with "S," the print command prints a
specified section, no matter how many pages are in each section.

In the example above, the Word document itself is broadcasted. In some
cases, you may want to send a RightFAX library document to a group of
people. Normally, this can be done if the group is set up in your RightFAX
phonebook, but it may be difficult and time consuming to do so, especially

if you already have a database with the names and fax numbers entered. In
such a case, you should use a Word mail merge to create your fax broad-
cast. For example, let's say that you have already created a library docu-
ment with the ID “PROMOL." The following Word document could be used
to send that document to a list of people:

<libdoc:PROMO1><toname:{mergefield Name}>
<tofaxnum:{mergefield FaxNumber}>
<tocompany:{mergefield Company}>

<note: This is the first coversheet notes line>
<note: This is the second.>

Using the print macro given previously, you could broadcast the library
document PROMO1 to a group of people.
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Error and Status Messages

A new fax has arrived for (user ID) from remote ID: (remote ID)
Another user has designated you to be their alternate for notification and
they have received a new fax.

A new fax has arrived for (user ID) which hasn’t been viewed

or printed

A member of the group for which you are the RightFAX administrator or
alternate administrator, has received a fax and has not viewed or printed it
within one hour of receipt.

A new fax has arrived from remote ID: (remote ID)

You have received a new fax. You will continue to be notified for one hour
(or other period specified by your administrator). If you do not view or
print the fax, your group’s administrator will be notified. If he or she does
not print the fax, your group’s alternate administrator will be notified.

An outgoing fax is ready for previewing

The fax you requested Iteld for Preview has been processed by Right-
FAX and is waiting in your mailbox. You must sel®gleasdo start the
sending process.

Answer tone detected

RightFAX could not connect with the remote (receiving) fax machine due to
communication errors between it and RightFAX.

Bad FCS Information

Incorrect information was entered on the cover sheet (viaghénforma-
tion screen or embedded codes).

Bad Formtype

You have specified a form that does not exist or is corrupt iRake
Information screen or through embedded codes.
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Bad Phone Number

You entered an incorrect or nonexistent fax phone number.

Bad Signature Code
The signature code is not recognized as a valid signature identifier because
it is corrupt or does not exist.

Call answered before one full ring
RightFAX did not receive a normal-length ring-back signal from the phone
company’s central office.

Can’'t access scans

RightFAX can't access the documents you scanned with the scanner.

Carrier not detected

RightFAX did not detect a dial tone when it tried to dial out.

Command time exceeded

There are timing-related errors, possibly when the fax card waits for or
sends a command (T30 protocol handshaking commands) and doesn't get a
response within a given period of time.

Command time too short

There are timing-related errors, possibly when the fax card waits for or
sends a command (T30 protocol handshaking commands) and doesn't get a
response within a given period of time.

Command timeout

There are timing-related errors, possibly when the fax card waits for or
sends a command (T30 protocol handshaking commands) and doesn't get a
response within a given period of time.

Communications-line failure

The fax card was unable to make a valid connection with the remote
machine.
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Conversion Failed

RightFAX was unable to convert your document to Group Il format.

Dial failure or no dial tone
RightFAX cannot detect a dial tone because there is a problem with the
phone line or the fax card is configured incorrectly.

Duplicate

The fax is a duplicate; it has been forwarded to you by another user.

Equipment busy tone detected

The remote (receiving) fax machine’s phone line is busy.

Fax Discarded

RightFAX threw your fax away. Contact your administrator.

Fax number busy
RightFAX has tried to send your fax the required number of times (de-
fault=5 times) and each time the phone number was busy.

Fax to (name) abandoned, too many retries

RightFAX will try to successfully send your fax a specified number of times
(determined by the administrator) then quit trying. The default value is 5
tries.

Fax to (hame), (error)

Your outgoing fax encountered the error listed. (See the error listed for
more information.)

FCS Create Failed

The cover sheet of your fax could not be created due to a corrupt or
incompatible cover sheet format.
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Function not implemented

An operation was attempted that is not currently supported by your fax
card software.

G2 Fax Machine

You have attempted to send a fax to a Group |l machine, rather than a Group
[l machine.

Held for Preview

You have specified in the Fax Information screen or through embedded
codes that you want to preview this fax before sending it. You must select
Releasdrom theFax menu to start the sending process.

Human Answered
RightFAX detected an unknown sound after it dialed the fax number. The
unknown sound could be a human voice, recording, or line noise.

lllegal line number

You have attempted to send a fax on a fax channel that does not exist.

lllegal option in call
This error could occur if an invalid parameter is given for one of several
different commands, including: LOG, DEBUG, XFER, SEND.

Illegal parameter value
This error could occur if an invalid parameter is given for one of several
different commands, including: LOG, DEBUG, XFER, SEND.

lllegal Sig. Use
You have included a signature in your fax that you are not authorized to
use.

Imaging error encountered, fax abandoned

RightFAX was unable to convert your document to Group Il format for
transmission, and so quit trying.
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In Conversion

RightFAX is converting your document to fax format for transmission.

In Validation
The signature and/or billing codes in your fax are being validated against
the RightFAX database.

Info Not Complete
You have not completed all the required fields (infhr Information
screen or through embedded codes) for RightFAX to send the fax.

Initial Processing
RightFAX is checking your document for embedded codes and counting
the number of pages in your fax.

Invalid Billing Code

You have entered a billing code that is incorrect or does not exist.

Invalid Embedded Code
You have included a misspelled, incomplete, or nonexistent embedded code
in your fax.

Line in Use
RightFAX was not able to send your fax because there were no outgoing
phone lines available.

Loop current detected

When RightFAX attempts to go off-hook to send a fax, it finds that the
phone is already off-hook. This can occur when two devices are sharing a
phone line and attempt to use it at the same time. It might also be a fax card
configuration error.

Loop current failed

The fax card did detect current on the line, but did not detect a valid value
for LOOP CURRENT.
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Loop current not detected
The fax card was looking for LOOP CURRENT before it attempted to dial
the fax number, but didn’t find any.

Network congestion detected
The network may be running inefficiently and causing traffic, or an invalid
fax number may have been dialed.

Network high and dry (no ring)

The fax card does not detect any type of telephone interface available. This
is a very serious error; contact your RightFAX administrator immediately.

No Answer at Fax #

The fax machine at the receiving end didn’'t answer or a wrong number was
dialed.

No answer tone detected

The phone is ringing at the destination, but the fax machine is not answer-
ing within the specified time. This is especially prevalent in international
calling when it can take up to a minute to connect to the remote station.

Non-G3 Modem Detected

RightFAX has detected a non-Group Il fax modem on the remote (receiv-
ing) fax machine, and cannot communicate with it.

OCR Error

An error occurred while a document was being sent to or was at the Optical
Character Recognition module of RightFAX.

OCR in Process

Your fax has been queued and is being processed by the OCR module.

OK

RightFAX has successfully sent your fax over the phone lines. This does
not guarantee successful receipt of the fax at its destination.
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One of your outgoing faxes needs attention
You have not completed all the required fields in the Fax Information screen
or through embedded codes for the fax to be sent.

P2 was not detected at the end of training

This is a training error indicating a performance problem with the fax server
and the number of fax cards that it contains.

Phone Line Problems

There is a problem with the phone lines at the fax server.

Poor Quality
There was too much line noise for the fax to be transmitted correctly. The
fax may have been sent, but it may be difficult to read.

Printing

Your fax is printing.

Printing Error

An error occurred while printing.

Protocol reject message

This is a generic protocol error code that could have several meanings. In
general, your fax card is having difficulty talking to the remote fax machine
because it is not getting the signals it expected.

Protocol timeout

This is a generic protocol error code that could have several meanings. In
general, your fax card is having difficulty talking to the remote fax machine
because it is not getting the signals it expected in the appropriate time
frame.

Queued for OCR

The fax has been queued and is waiting for the OCR module to convert it.
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Queued for Printing

The fax has been queued and is waiting to be printed.

Ringback signal detected
A ringback signal was detected when it should not have been. This may be
due to interrupting a call in-process on a shared line, or could be caused by
a lot of noise on a T1 phone line.
Ringback, but no answer tone
The phone rang at the destination, but it was never answered. This might
be because the receiving fax machine is off-line or unable to receive faxes.
Ringback, then busy condition

The fax number dialed went off-hook, then went on-hook very quickly,
generating a fast busy signal.

Scheduled for Send
Your fax was successfully converted to the RightFAX Group Il format and
is now being sent to the fax card to await sending. If you specified a date
and time to send the fax, RightFAX will wait to send it until then.
Scheduling Failed
Your fax was converted correctly, but it couldn’t be correctly queued to be
sent.
Sending

RightFAX is transmitting your fax.

Sending fax to (name) at (faxnumber)

Your fax is being sent to the name and fax number specified.

Sig needs Authorization

You must be authorized to use the signature you have included in your fax.
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Thermal Record

You have recorded a fax that was sent or received on a conventional fax
machine for database purposes only.

Training Algorithm detected FSK

This training error indicates a performance problem with the fax server and
the number of fax cards it contains.

Training Algorithm found on PN

This training error indicates a performance problem with the fax server and
the number of fax cards it contains.

Tx/Rx Error

This transmission/reception error indicates that the receiving fax machine
was experiencing difficulties or excessive line noise.

Unknown Error

Undetermined error.

Unknown Error Code

Error condition is not known.

Unknown Status Code

An unknown status code has been returned to RightFAX from your fax
card.

Voice response to call

RightFAX detected a sound that it didn’t expect after it dialed the fax
number. The sound could be a human voice, recording, or line noise.

Waiting for Conversion

RightFAX is busy with another process and has queued your fax to be
converted.
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Waiting to be Sent

The fax has not yet been scheduled for faxing.

Your fax has been successfully sent to (name) at (faxnumber)
Your fax was successfully sent over the phone lines. This does not
guarantee successful receipt of the fax at its destination.

Your outgoing fax contains an invalid billing code

You have either not entered a required billing code, or entered one that
does not exist.
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Appendix B: Troubleshooting

Although RightFAX is highly integrated with your network, determining

the source of configuration and installation problems can be easy. Included
in this section are the most common situations encountered in different
stages of RightFAX operation, along with possible solutions.

To help track errors, all RightFAX server modules can be configured to
record a detailed log of program information in the Application EventLog.
When a problem occurs, this should be your first source of information.
Each entry will be attributed to the RightFAX Server Module, RightFAX
Database Module, RightFAX BoardServer Module, or RightFAX Work-
Server Module.
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Problems Specific to Sending Faxes

After printing
to a fax print
gueue, the fax
never appears
in your fax
mailbox.

e There was an error moving the print job from the netwovlk
spool directory to the \RIGHTFAX\OUTGOING directory
(look in the Application EventLog, under RightFAX Server
Module for a specific error message).

e The print job contained a <WHO> code (the fax may hgve
been moved into the mailbox of the user specified by the
WHO code).

e The user used the wrong print queue or does not have [the
necessary network permissions to access the print queue

e The user is not inked to a fax print queue.

e The fax server is not ruming, has died, or some/al of the¢
RightFAX Services have stopped.

e The fax server is low on disk space. The server stops
processing new faxes when free space drops below 50 MB.

Faxes are left
with the status

e There is no RightFAX WorkServer Module running, or th
running RightFAX WorkServer Module is not configured for|
the kind of conwersion in question. For example, you may|be
sending PostScript print jobs to a RightFAX WorkServer

D

Waiting _for" Module that is configured to perform only PCL5 conversions.

Conversion

OCZ)rll\r;ersion" e Someone has sent a very large fax job and it is taking tie
fax server a long time to convert it. You can add addiional
WorkServers to redistrbute the rest of the jobs.
o Examine the Application EventLog under RightFAX
WorkServer# Module.

Faxes failed

with "ED: o \erify that the document you are printing can actually be

Conversion printed on a real LaserJet lll (the printer driver your sotwgre

Failed" is using may be out of date or contain bugs).

e Try using a LaserJet Il printer driver.
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Information in
embedded
codes is not
pulled out of
the document,
and the codes
are left onthe
fax image.

e The codes were formatted in a font which was rasterizefd by

the client workstation (i.e. the actual text of the code neve
appeared in the print output). Make sure the codes are
formatted in a native printer font.

e The codes are formatted in such a way that the code te

xt is

not contiguous in the document (i.e. the word-processor spit
the code across a line or had to chang character sets to putput

the '<' and ">' characters).

Faxes convert
OK but are

not sent, i.e.
"Phone Line
Proble ms"

o The Dial Prefix or Postfix parameter is ncorrect. The Digl

Prefix does not include a leading ",," or "W" to wait for a did|
tone before dialing (on Brooktrout boards). The phone
number or dial prefix did not include the required digits to
access an outside fne.

o For international calls, the call took too long to complete
You can increase the CD Timeout value.

e The phone line is not a standard analbg phone Ine, as would

be usable by a Hayes compatible modem.

e The phone line is not connected to the board, or the Iing is

dead (try dialing out on that line with a regular phone).

e You may be using an improper cable. Check to make $ure

that you have the proper phone cables for your fax board

e The fax board may be damaged.

Fax converts
OK but never
begins to
send, i.e.
"Held for
Preview" or
"Info Not
Complete"

type.

e The fax was held for preview and never released. The user

should release the fax by using the Fax-Release option in
Faxuti.

e The cover sheet nformation is not complete. The user
should edi the fax and add values in all requred fields

(itaiczed). The fields required for sending a fax can also e

changed using FaxAdmin.
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Problems Specific to Receiving Faxes

The fax server
does not
answer
incoming
phone calls.

e The RightFAX BoardServer Moduke is not running.

e The phone lnes are not plugged in.

e The configuration specfifies that none of the fax boards wl

answer phone cals.

e The hardware server may have run out of disk space st
faxes to the local drive.

e The fax board may be damaged.

hoing

The fax server
answers phone
calls, but the
trans mitting

fax machine
always
indicates
failure.

e The hardware server may be out of disk space on is lo
drive.

« \erify that no other boards, except fax boards, in the

Cal

machine are using the same interrupt. This is usually a prgblem

with the lower interrupts (2-9), so try using a higher interrupt.

e There s too much noise on the phone lines and the
transmiting fax machine disconnects because of errors.

e The transmiting fax machine s incompatible with the fax
board. This only occurs on rare occassions. lexpensive
modems, fax boards, and fax software packages often dg
correctly implement the Group Il fax protocol.

e The transmitting fax machine may be trying to use a

proprietary protocol for higher resolution or error correction.

fax
not

e The fax board may be damaged.
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The fax server
never answers
a phone call
ona DID
trunk.

e Many DID problems can be diagnosed by the phone
company from their offices. Some of the most common ar

e The RightFAX BoardServer Modue i not started.
e The DID trunk is not activated.

e The DID trunk is not really a DID trunk. (WARNING! If

phone ine which can ring a standard phone s plugged intd

sl

your DID port on the fax board, you have probably damaged

the fax board. This is NOT covered under warranty repa

e The DID power supply is faulty, not powered, has blown
fuse, or is otherwise not supplying current.

e The tip and ring lines on the RJ-11 jack have been reve
(WARNING! Do not reverse the leads on the DID power
supply ine to correct this problem. This wil damage the fa
board!)

e The DID line is misconfigured, i.e. Pulse instead of DTMH
signaling, Immediate instead of Wink Start, or an incorrect
number of digits.

e The fax board may be damaged.

¢ To test hardware and configuration, plug one of the DID
cables coming from the board nto a standard, non-PBX,
analog phone. Pick up the phone and dial 4 or 5 digits. |
hear the digits as you dial them and then hear fax tone, th
board is working properly.

..)

a

sed.

you

Received
faxes do not
show up in the
expected fax
mailbox.

e The DID routing codes assigned in FaxAdmin are incorre
or a DID routing code is duplicated.

e The DID number on which a fax is received is not assign
to any user (faxes would be going to the ADMINISTRATO

ct

Pd
R).

File routing
and archiving
jobs sent to
NetWare file
servers are
not working

e The NT user that the RightFAX WorkServer Modules ar
starting as must exist in NetWare and have the same pas{
This i necessary because every time you start the RightF
WorkServer and try to access a Novell server, NT wil use
user name to login to the Nowell server you are accessing

8]
word.
AX
this
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Problems Printing Faxes

Printing to a
Novell print
queue does
not work.

e This i necessary because every time you start the Righ

WorkServer and try to access a Nowell print queue, NT w|l

use the user name you defined to login to the Novel servg
you are accessing.

Problems with a Fax Cover Sheet

tFAX

r

» Every use of the <NOTETEXT> code represents ONE LINE of the
message written in the Add Notes/Comments screen. Therefore, you
will need 21 <NOTETEXT> codes on 21 separate lines to make sure
that all twenty-one comment lines are placed on the cover sheet. If
the comments for a fax are less than 21 lines, the remaining lines will
be filled with blanks.

* The <NUMPAGES> code represents the number of body pages, not
including the fax cover sheet. That is why FaxUtil shows fax page
counts with “Cover + #” notation. The <NUMPAGESC> code
includes the cover sheet in the page count.

 The <WHEN_FAXED> code will reflect the time the document was
processed by the fax server, not the time it was actually faxed to its
destination. It is important to remember this when using the Delay
Send feature of RightFAX.

» Do NOT save the word processing document to the file FCS.PCL. The
fax server expects a PCL-5 print output file, not a MS Word for
Windows document file.

» Do not make the cover sheet more than one page.

*  When printing from a Windows based word processor, you should
only use native printer fonts to print the embedded codes, i.e.
TOFAXNUM and NOTETEXT. Using one of the Windows TrueType
or a third party font will cause the codes to be sent as graphic objects
and they will not be seen by the fax server. Consequently, the codes
themselves will show up on all cover sheets and not the data which
the codes represent.

» If you are using Word 97 go to the Tools\Options\Compatibility menu
option and choose "Recommend Options for: Microsoft Word 6.0"
and then reprinting your document to a file.
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Native Document File Formats

The following list shows native document file formats (and supported
versions) that can be automatically converted to faxes by RightFAX.

Word Processing Formats:

Generic

ASCHITOXE .eeeeeiiiiiee ettt All versions
ANSETEXE . ..vveieeei ittt e e All versions
UNICOAE TEXL...uviiiieiiiiiiee ettt All versions
HTML e Versions through 3.0
Microsoft Rich Text Format .........ccccccevvvveeeeiiniiicnns Versions through 2.0
DOS

Microsoft WOord ..........ccceeeeeeiiiiiiiiiccnieeeeeee Versions through 6.0
LAY o] o | =T =T ! SR Versions through 6.1
Windows

AMI/AMI Professional ...........ccccvvvveeieiiiieiieeeeeennn, Versions through 3.1
Microsoft Windows WOrks .............ccoeeeevnvvnvvvennnen. Versions through 4.0
Microsoft WINdows Wte .........cccccvvveveeeieiereeneeeenn. Versions through 3.0
Microsoft Word for WIndows ...........cceevevvvveeeeeeeenn. Versions through 97
Microsoft WordPad for Windows95 ...........ccoccvveveeinninnd ersién 1.0
WordPerfect for WINdOWS ..........cevvevveiiiiieieeeennnnnnnn, Versions through 6.1
Macintosh

Microsoft Word ............cooociiiiiiiieiiieeee e Versions 4.0 through 6.0
WOrdPerfect .......vvvveeeiieieiiiieeeee e, Versions 1.02 through 3.0
Microsoft WOrKS ........ccceeeeeeiiiiiiiiicieiienveeeeeeee e Versions through 2.0

Spreadsheet Formats:

Lotus 1-2-3 (DOS & WINdOWS) ......coeeevvvvinniereeeennn, Versions through 5.0
Lotus 1-2-3 Charts (DOS & Windows) ................... Versions through 5.0
Lotus 1-2-3 (WINAOWS) ...ceeveeeeeeiiiiiiiniiiireeee e Versions through 97
Microsoft Excel WINdOWS ........cccccevveveeeeviiiiinnns Versions 2.2 through 97

Microsoft Excel Macintosh .................cccceeeins Versions 3.0 through 4.0



Appendix C: Native Document File Formats

153

Microsoft Excel Charts .........cccccvvveevieieeeninicns Versions 3.0 through 7.0
Microsoft WIndows WOIKS .........ccevveeeeeevieeeeerennenn. Versions through 4.0
Microsoft Works (Mac) .......cceeeeeeeeeiiiiiiiiie e Versions through 2.0
QuattroPro for WIndows ............ccoooeevieiiicciniininnnns Versions through 6.0

Database Formats:

ACCESS .uiitiiiiiiiiiieee e et e e a e e Versions through 2.0
OBASE ... .o Versions through 5.0
Paradox (WINdOWS) .....cccvvveeeireeeeeeieciiniieeeeeeee e Versions through 1.0

BMP (including RLE, ICO, CUR & OS/2 DIB).........cccceeeeeennnn. Windows

GIF e CompuServe
PICTL & PICT2 (RASLEN....uvveeeeieeiieiieeeeeeee e e eeeeeenes Macintosh Standard

P X e PC Paintbrush
DCX (Multi-page PCX).....uvveieieeeeiiiieciieieeeee e e e Microsoft Fax
IMIAC e MacPaint
DRW ittt e e Micrografx

WIMF Lo Windows Metafile
I e ————— Versions through 6.0
JPEG ... e All versions
TIFF CCITT Group 3 & 4. n e Fax Systems
EPS (if TIFF image is embedded infit) ............... Encapsulated PostScript
CDR (if TIFF image is embedded in it)......... Corel Draw versions 2.0-5.0
Binary Group 3 FaX.......ccoevieieceiiiiiiiieireeree e e e e e e s sesseenaeeeees All versions
WordPerfect Graphics [WPG and WPG2] .............. Versions through 2.0

Presentation Formats:

Microsoft PowerPoint for Windows.................eveee. Versions through 97
Microsoft PowerPoint for Macintosh .........cccoeevvvveveeiiennnn. ersvvn 4.0
Freelance for WINAOWS ..........ccuveeiiiiiiiiiiee e Version 2.0
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using 42
error messages 132
errors, notification of 28
export faxes 95

F

failed fax transmissions 63
Fax Board Guide 11
fax history 94
printing 84
Fax Information dialog 33
using phonebook entries 116
fax list, updating in FaxUtil 26
fax mailbox
using 16
viewing another user's 30
fax resolution 64
fax viewer 74
printing from 83
faxes
annotating 79
autoforwarding 90
automatic OCR 71
broadcast faxing 126
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cover sheets 65
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command list 22
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receiving faxesin 70
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paper source/size 84
phonebook entries 119
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printer
select default 27
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quality, print 84
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receive faxes 70
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send options 63
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U
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w
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welcome to RightFAX 8



	Contents
	Chapter 1: Introduction to RightFAX
	Welcome to RightFAX!
	How RightFAX Works
	RightFAX Components
	Installing RightFAX
	Using This Guide and Other Learning Tools
	Technical Support

	Chapter 2: FaxUtil Overview
	What is FaxUtil?
	Starting FaxUtil
	Using Your Fax Mailbox
	Sorting Faxes
	Selecting Faxes
	Deleting Faxes
	Activating Commands
	Command List
	Setting Your Preferences
	Switching Mailboxes
	Administrative Mode

	Chapter 3: Creating and Sending Faxes
	Creating a Fax
	Sending a Fax
	Using Embedded Codes
	Diacritical Character Support
	Successful Transmissions
	Failed Transmissions
	Options for Sending
	Fax Approval System

	Chapter 4: Receiving Faxes
	Receiving Faxes
	Receive Fax Options
	Smart Fax Distribution

	Chapter 5: Viewing and Annotating Faxes
	The RightFAX Fax Viewer
	Windows Fax Viewer

	Chapter 6: Printing Faxes
	Printing Sent and Received Faxes
	Printing From FaxUtil
	Printing From the Fax Viewer
	Printing Binary File Transfers/OCR output
	Print Fax Histories
	Print Options
	Automatic Printing

	Chapter 7: Forwarding and Routing Faxes
	Redistributing Faxes
	Forward to Fax Machine
	Forward to Network User
	Automatically Forwarding Faxes
	Routing to a Network User
	Incremental Searching and Sorting

	Chapter 8: Managing Faxes and Attachments
	Kick Fax
	Transmission History
	Recording Thermal Faxes
	Exporting Data
	Combining Faxes
	Splitting Faxes
	Scanning Faxes
	Library Documents
	Creating Forms
	Binary File Transfer
	Optical Character Recognition
	Special Dialing Characters

	Chapter 9: Phonebooks and Broadcast Faxing
	RightFAX Phonebooks
	Creating Individual Entries
	Creating Group Entries
	Copying Entries
	Using Phonebooks to Send Faxes
	Importing Phonebook Entries
	Deleting Entries
	Printing Entries
	ODBC Phonebooks
	LDAP Phonebooks
	MAPI Phonebooks
	Broadcast Faxing

	Appendix A: Error and Status Messages
	Appendix B: Troubleshooting
	Problems Specific to Sending Faxes
	Problems Specific to Receiving Faxes
	Problems Printing Faxes
	Problems with a Fax Cover Sheet

	Appendix C: Native Document File Formats
	Index

