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5. At the application program (for example, a word processing program or drawing program), print to the
FaxFinder.

Setting the destination of the printing job varies from program to program. For the common Notepad
text editor program, for example, you must set the destination printer in the Page Setup screen. In
most cases, however, the destination printer can be set in a Print menu that appears when each
printing job is initiated.

Leave Properties/Preferences at Default Settings. After the FaxFinder has been chosen as the
target printer, a ‘Properties/Preferences’ screen can be accessed by clicking on either “Properties”
or “Preferences” on the Print dialog box (for most application programs, it's a “Properties” button; for
afew, it's a “Preferences” button). However, we strongly advise you not to change any
parameters on the Device Settings tab or the Profile Manager tab of that screen. If you have
changed any parameters, click on the “Restore defaults” button to reset the parameters.
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6. After the printing has been initiated by the application program, the FaxFinder Send Fax screen will

appear.

¥ FaxFinder Send Fax

— Recipierts

| - Documerts

Mame

Fax Mumbier

Lincumert

iPages j_tj

| [murkiepondoc. g 1

+ i i §‘. Address Book.. t‘

—Cover Page

¥ Address Book

liame

i Crganization i

Emmett Eclgerton
Jim Clzaon

Lowwvell Camphel
Pietpaint Penciton

Edgerton Finance Guaranty
Calico County Tax Office
Fingree Graphics
Paddington & Pencilton Ar ...

ey

[iElete |

[ Use Cover Pags
New Contact

Tatme:

; Mat Harrelzon

Organization: ! Harrelzon Shingle Co

Home Mumber: i

otk Bumber;

7170245
[717-5891

Fane Mumber:

<

% Address Book

Address:

SendFe | Breview Fey Cancel City:

; Organization
Edgerton Finance Guaranty
Calico Courty Tax Office
Pingree Graphics
Harrelzon Shingle Co.
Paddington & Pencitton Ar..

Mame

Emmett Edgjerton
Jim Qlzon

Lowwell Camphell
Mat Harrelzon
Pierpoint Pencittan

StateProvince:

4 oK,

2

~
.n

% FaxFinder Send Fax
Party will receive
= current fax and
Faxhumber | be registered
717-5981 in Address Book
for future use.

[ Recipients

Mame
Mat Harrelzon

Click on Address Book. When the Address Book screen appears, click “New.” At the New
Contact screen, enter the recipient’'s name, fax number, and any other contact information you want
to retain.

The recipient’s fax number should be entered as you would dial it from a phone on the public phone
network (as from a residential phone). Click OK. At the Address Book screen, highlight the
recipient in the list and click “Select.” The party will appear in the “Recipients” list in the FaxFinder
Send Fax screen.

Additional recipients can be added. The same fax message will be sent to all recipients.

Streamlined Approach. You can also add a recipient in the FaxFinder Send Fax screen by clicking +
to launch the Enter a Fax Recipient screen where you can enter Name and Fax Number only. You
can then choose to send the fax with or without adding the recipient to your Address Book.
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¥ FaxFinder Send Fax

—Recipients

[ame

Fa Mumber

:- - I Address Book.. i
¢

Enter a Fax Recipient

Mame: ; Bill Brewwer

Fae Number: ; 942-0745

FaxFinder - Add Recipient

Yould wou like to add this recipient to the address book?

o

Contact - Bill Brewer

® FaxFinder Send Fax

Mame: | 5l Brewer

— Recipients

Organization: i

Iame

Fa Mumber

Haome Mumbet: 1

Bill Breswer

Wiork Murmber: i

Faz Mumibaer: i 9420745

Address: 1

City:
StateProvince:

0K i Cancel

|
;................, Postal Code: W
|

+I % I Adcress Book.. |

942-0746

You can also access the Address Book directly to add and edit entries. At the FaxFinder Fax Client

Software screen, go to Edit

| Add Contact.

7. If you want to include a cover page with your fax, click in the “Use Cover Page” checkbox. Enter
information as needed in the “Subject” and “Cover Page Notes” fields.

Automated fields, like sender information (individual name, company name, street address, phone
number, fax number, etc.) should be entered in the Address Book. The Address Book is accessible
in the “Options” menu of the FaxFinder Fax Client Software screen. For more information about
addresses and the automated fields used in cover pages, see the section “Setting Up Your Address

Book” later in this chapter.
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The “Cover Page Style” chosen will determine how this information will appear on the fax cover page.
You can select a standard style from the “Cover Page Style” drop-down menu or create a style of
your own in the Template Editor. To access the Template Editor software, click on the “View/Edit”
button. (For more information, see the section “Creating or Modifying Cover Page Styles” later in this
chapter.)

Click on the “Preview Fax” button to check the fax before you send it. The Multi-Tech Tiff Viewer
program will appear.

E Multi-Tech Tifi Yiewer - C:\WINNT\Profiles\pmb. 000%Application Data\FaxFinder Client 5oftware\Tifis\Temp_tif: 1 of
File Edit Wiew Tools “Window Help

&= EEpEEI 2eeo® o)l HilcaEE A B 72|
i C:AWINNT\Profiles\pmb_000\Application Data\FaxFinder Client Software\Tiffs\Temp_tif: 1 of 2 | Scale 10:15

To: Sven Tucker

From: Gus Smiley
Rocky Mountain Construction, Inc

Subject: Murkie Pond drawing

Comment Sven, please refay this drawing to the County Ta|

In it, you can view both the cover page and the main fax page(s). (For more information on this, see
the section “Using the Multi-Tech Tiff Viewer” later in this chapter.) When satisfied with your fax,
close the viewer program and return to the FaxFinder Send Fax screen.

8. At the FaxFinder Send Fax screen, click on the “Send Fax” button to send the fax.

9. Confirmation of having sent the fax(es) successfully will appear in the “Fax Log” tab of the FaxFinder
Fax Client Software screen.

‘# FaxFinder Fax Client Software E =] B3
File Edit Addreszz Book Help

Device Status | Pending Faxes | Fax Ports  Fax Log I Addiess Book I

Recipient TimeDate Sent | Pages Status

Sven Tucker Fri Sep 26 151617 Centra... 2 Completed

Tyler Addison Fri Sep 26 151712 Centra... 2 Coinipleted

Heinrich Feldman Fri Sep 26 15:21:57 Certra... 2 Completed
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Scheduling Fax Transmissions

The FaxFinder allows you to send a fax immediately or delay its transmission until a later time. Perhaps
the most common motivations for delayed faxing are to enjoy the lower phone rates that may apply at
night and on weekends or to broadcast faxes after business hours to avoid tying up fax transmission
resources during the busiest weekday hours. In any case, it is easy to schedule faxing for a later time.

1. Send the fax via FaxFinder in the normal way (see the procedure “Sending a Fax” earlier in this
chapter).

2. When the FaxFinder Send Fax screen appears, enter a recipient for the fax either from the Address
Book or by entering Name and Phone Number (fax number) in the appropriate fields and clicking Add
Recipient.

3. In the FaxFinder Send Fax screen, the recipient’'s name and fax number will appear in the “Recipients”
list and the “Schedule” pane will no longer be grayed out. Click Schedule. The Fax Scheduling
screen will appear.

- ||:|| Xl
—Recipient= Documents
Mame Fax Mumber Documert | Pages | LI
Merwood Langenwieder 7175854 net-re-brick-shingle-02-10-07k 5t 1

=

FoxScheduing IS
=] e @ @ e ety Soterkie |

—Cover Page Time (hhomm: ss): IF : I? : IF IPMLI

[~ Use Cover Page & iE et

[~ send immediatet,

St |

Ok | Cancel |
Cover Page [Motes:

Send Fax | Preview Faxl Cancel |

4. Click to uncheck the “send immediately” checkbox.
5. Enter the date and time at which you want the fax to be sent.

6. Click OK in the Fax Scheduling screen and then click Send Fax in the FaxFinder Send Fax screen.
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7. The fax will be sent at the scheduled time. You can view the event as it happens in the FaxFinder
client software Device Status screen or after the fact in the Fax Log screen.

‘% FaxFinder Faz Client Software
File Edit Addiess Book Help

Device Status lPending Faxes] Fax Parts ] Fax Log ] Address Book ]

Device | Status Recipient |
Print Capture idle
Fax Finder at 192 168.3.30 zending fax - dialing tenwood Langerwiedler: 71758,

‘# FaxFinder Fax Client 5 oftware
File Edit Addres= Book Help

Device Status ] Pending Faxes l Faxe Ports: l Fax Log I Address Book ]

Recipient | Time/Date Sent | Pages | Statuz ﬂ
Corrad Schmalz Mon Feb 09 18:26:49 Cent... 1 unzuccessful - no dial tone
Mat Harrelzon Tue Feb 10 12:34:31 Centr... ZUCCESE

2
Hanz Gregor Wed Feb 11 10:31:09 Cent... 2 IUCCESE
Menwood Langenwiedlar ThuFeb 12124730 Centr... 1 F IUCCELE -
|

|

Re-Sending a Failed Fax

Locate the failed fax in the Fax Log tab of the FaxFinder Fax Client Software. Select the failed fax and
right-click on it. In the menu that appears, select Resend.
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Putting Pending Faxes on Hold and Removing the Hold

Suppose you have sent a fax to 10 recipients and, shortly after clicking on Send Fax, you realize that
there is something incorrect in the content of your fax (it may be something you want to add, delete, or
change). You can prevent any pending faxes from being sent by selecting “Pause Scheduler” in the File
menu of the FaxFinder Fax Client screen. Suppose that 2 faxes have already been transmitted
completely and a third fax is in progress when you click “Pause Scheduler.” The FaxFinder will finish the
third fax but will not fax to recipients 4-10. The pausing function allows you to see details about the fax,
to view the fax again, and to delete the fax if you so desire.

As long as “Pause Scheduler” is selected, no fax message will advance beyond “Pending” status and, so,
none will be sent.

To rescind or call off the hold on pending faxes, open the FaxFinder Fax Client Software. From the File
menu, select v Pause Scheduler. The scheduler will resume normal operation and faxes will be sent.

Consider this example.

1. A fax is sent by FaxFinder to three recipients.

@ FaxFinder Send Fax

— Recipients — Documents
Mame Faic Mumber Documert I Pages I LI
Arlen Warmerclausen 7175854 nat-re-brick-shingle-02-10-04b.4if - 1 ;I
Pikhop &ndropay Taxi Service 717599
Manhoy Stesls 7175092 LI
[

—Schedule

+ | = | Address Book.. | ISend: Immediately Schedule |
— Cover Page

I_ Use Cover Page Cover Page Styler  [BoldComplete ;I iesEd

Subject: |

aven Bade Hotes:

Send Fax Preview Fax Cancel
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2. While the fax is being sent to the second party, the client user realizes that there is something wrong
with the fax. She brings up the FaxFinder Fax Client Software screen, opens the File menu, and

selects “Pause Scheduler.”

‘% FaxFinder Fax Client Software
Edit Address Book Help

SendFax .
n ny Faxes ] Fax Ports l Fax Log l Address Book ]
Options... | Status Recipient
- idle
Exit Fa.3.30 zending fax - sending page 1 Fikhop Andropov Taxi Service: ..

[l B3

At that point, the FaxFinder will complete the fax in progress that is being sent to the second recipient.
However, the fax to the third recipient is still listed as “Pending” in the Pending Faxes tab of the

FaxFinder Fax Client Software.

Eile Edit Address Book Help

Device Status  PeEnding Faxes lFax Parts ] Fax Log ] éddress Book ]

% FaxFinder Fax Client Software

Recipient | Scheduled Time /D ate

Fages

b anhiow Steele Thu Feb 12, 2004 - 04:46:42 Pid

1

The client user can take one of several actions.

She could click on “Pause Scheduler” again to cancel that command. In that case, the pending fax

would become active and could not be stopped.

She could select the fax in the Pending Faxes screen and right-click on it to bring up a menu.

‘% FaxFinder Fax Client Software

Eile Edit Address Book Help
Device Status  Pending Faxes lFax Parts ] Faex Log ] Address Book ]
| Scheduled Time D ate Pages
delete Thu Feb 12, 2004 - 04:45:42 P 1
reschedule
properties
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She could view the details of the fax and, at her option, view the fax again.

‘® Fax Details [_ (O] =]
Recipient Documents
Mame: Manhow Steele Document | Pages |
Phone Mumber: 7175992 nat-re-brick-shingle-02-1... 1
Status
Status: Fax queued
Sent: Thu Fekb 12 16:46:42 Central Pages: 1
Attemp # 1 # of retries 2

Retry Interval 300
Device Uzed FaxFinder at 192 .165.4 86

Wiy Fax

Cover Page

Mo Cover Page  Style: BoldComplete

Subject:

Motes:

She could re-schedule the fax for a later time.

‘# FaxFinder Fax Client 5oftware
File Edit AddressBook Help

Device Stetus  PENding Faxes lFax Parts ] Fax Log ] Address Book ]

Recipient | Scheduled Time/D ate | Pages

fank ThuFeb 12, 2004 - 04:46:42 P 1
delete

Fax Scheduling

pru:uertles - l_ I_ l_
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She could “delete” the fax, which means that that fax transmission would never be completed.

‘% FaxFinder Fax Client Software

File Edit Addreszs Book Help

Device Status  Pending Faxes | Fax Ports | Fax Log I Addiess Book I

| Scheduled Time/Date | Pages
| Thu Feb 12, 2004 - 04:46:42 PM 1

delete

rezchedule

properties

Pause is canceled on reboot. If she shuts down her computer for the day while leaving this fax in a
“pending” state, that fax will be sent shortly after booting up her computer again, that is shortly after the
FaxFinder client software is functioning again. So, any faxes put in the pending state by using the ‘Pause
Scheduler’ command will be sent the next time the FaxFinder software is activated.

Canceling a Fax

If the fax is in progress ... Open the FaxFinder Fax Client Software. On the Device Status tab, select
the FaxFinder unit that is in the process of sending your fax. In the list, right-click on that FaxFinder entry.
In the menu that appears, select Abort.

If the fax is pending ... Open the FaxFinder Fax Client Software. On the Pending Faxes tab, select the
fax transmission that you want to cancel. In the list, right-click on that fax message entry (the recipient
will be shown). In the menu that appears, select Delete.

To cancel the current fax and simultaneously put a hold on sending any other faxes from your PC, select
Abort and Pause. To resume faxing, go to the File menu and cancel the pause by selecting

v Pause Scheduler. Any pause applied to a pending fax is cancelled when the computer is rebooted.
Any fax left pending with the FaxFinder Scheduler paused will be sent as soon as the FaxFinder client
program opens when the PC is turned on again.

Setting Fax Retry Number and Interval

You can set the FaxFinder client software to retry a fax transmission if it fails on the first attempt. You can
set both the number of additional attempts and the interval between each additional attempt. You can set
these parameters as follows.

1. In the FaxFinder Fax Client Software screen, open the File menu and select “Options.” When the
Options screen appears, click on the Fax Retry tab.

‘# FaxFinder Fax Client 5oftware [_ [O] ]

. : Ooti
Edit Address Book Help il Options H= B
Send Fax... Identification  Fax Retry |Date#Tlme I Server Priarity I Advanced I Logging I

Pauze Scheduler

Options... I Time, E
= T humber Of Retries: |2 j

ton

E xit Tuef . ]
— Retry Wait Interval: I min I SECS
Hans Greqgor W'ed ¥ 5 o
M ensood Langermyiedler Thu k j
1]

ng Faxes Faxl

Qk | Cancell

2. Set the number of retries and the interval between these repeated attempts and click OK.
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Sending One Fax Containing Multiple Documents

The FaxFinder allows you to include multiple documents in a single fax transmission. Those multiple
documents could come from the same or different application programs.

1. Consider the example below where a text file and a drawing file are included in the same fax with a
single cover letter. Here’s how this multiple-document fax was sent.

a. The user printed the text file to the FaxFinder from the Notepad text editor program.

b. The FaxFinder Send Fax screen appeared. However rather than completing the fax
transmission, the user opened another application program.

c. The user printed the graphic file to the FaxFinder from the Macromedia FreeHand drawing

program.

d. When the user returned to the FaxFinder Send Fax screen, both documents appeared in the
“‘Documents” list.

3 eot Seach Hep

€ FreeHand 9.0

Mew
Open...
Save

Save Ag.. 1

co
985-2426
985-2428

Page Setup...

E it
The lot dimensions you
Lot 1324: 4B x 128
Lot 1325: 148 x 14y
Lot 1326: 4B x 128

Lot 1327: 68 x 160

Development Co.

JEN Edit “iew Modify Text xtaz Window Help

Chrl+M
Chrl+0
Clrl+F4

Hew
Open
LCloze

Chil+5
Crl+Shift+5

Save
Save As..
Bevert

Chrl+R
Chil+Shift+R

Impaort....
Expart...
Export Again

requested

Bepart...
Collect For Output...
Frinter Setup...

LTl

Murkie Pond Development

STH 19

Lot 1326

Lot 1324-—

Lot1325~:j‘ﬁ
o s

sedtion line rd { unimp roved) \ (proposed

| ?.1(ul5 el Ahing

Lot 1327--

“ETHSWEYCITY,

fAbout the likely tax
talk to the County Au
Call if there are any

Sincerely,

Roger Sherman
Rocky Hountain ConstH
Durango, GO

978-785-3119 (cell)

axFinder Send Fax

—Documents

—Recipierts

Mame

Fax Mumber

Documert IPages Id

Sven Tucker

+| -| Address Book |

917209552428

Lat-Dimensions-RMCI-02 txd - Mot 1
murkie-pondd c FHI 1 J

—Schedule
ISend ¢ Imimedistely

Schedule |

—Cover Page

|7 Use Cover Page

Cover Page Style:

= Wiew/Edit |

BoldComplete

Subject: I hurkie Pond Subd: Lot Sizes, Drawing

Cover Page Notes:

2. In the “Documents” pane of the FaxFinder Send Fax screen, you can add a cover page, re-arrange
the order of the files, or delete items from the list of files to be faxed.
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3. You can also add to the list of files to be faxed out by including items that you have stored. In the
“Documents” pane of the FaxFinder Send Fax screen, click +. You could then browse to find, for
example, a fax that you had received earlier, had stored as a TIF file, and now want to forward to
another party. (Faxes received as PDF files cannot be added to the list.)

@Hulli-Tech Tiff Viewer - C-\RMC-MurkiePond-Proj\calico-lot-taxes_tif | Scale 10:10

File Edit Wiew Tool *Window Help

ESRNEEEE22®@00 [ HilcoEE A8 2]
lot-taxes tif | Scale 10:10

o et e Mrams % mm 2
CALICD COURTY CLERK

411 Main St., 3rd Floor
Wiltonshury, Colorado
970-555-2918
970-555-2918 fax

August 18, 2003
THIS IS NOT A TAX BILL.

Rocky Mountain Coastruction, Inc,
87 Barr $t,

Durango, Colorado

fax: 970-785-2438

¥ FaxFinder Send Fax !Em

—Recipients —Documents

ame [ Fax humioer Document | Papes | LI

Swven Tucker 9172098524258 Lot-Dimensions-RMCI-05 fd - Mot 1
If you have any g mutkie-pondD1 o FH3 1 [
Sincerely, calico-lot-taxes it 1 LI

]
Patticia E. Zales, ( —Schedule

+ | - | Address Book.. | ISend: Immediately Schedule

—Cover Page

|7 Use Cover Page Cover Page Style:  |BoldComplete LI i Edlit

Subject: I urkie Pond Subd. Lot Sizes, Drawing

NWLA4 NWik Cover Page Motes:

4. When all documents to be transmitted have been listed in the Documents list, click Send Fax. The
documents will be sent in the order listed.
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Forwarding a Fax

Suppose you receive a fax using the FaxFinder system. Suppose that fax message is something you
want to pass along to another party in fax form at a later date (for example, Rocky Mountain Construction
Company receives tax information about lots on which it intends to build houses). In this case, you
should note the name of the TIF file in question. You can then browse to that TIF file and re-send it as a
fax message.

Note: Forwarding of faxes applies only to TIF files; PDF files cannot be forwarded.
To forward a fax, follow these steps.

1. At the FaxFinder Fax Client Software screen, go to the File menu and select “Send Fax.” The
FaxFinder Send Fax screen will appear.

2. In the Documents pane, click “+”. Then browse to the TIF file to be sent as a fax.

¥ FaxFinder Send Fax

Open  EEELE
Lookjne | ‘=3 AMC MurkiePand Proj ~ = e Document [Pages | |

| Schedule
ISend : Immediately Schedule

L

File name: Icalico-lot-taxes.tif Open I - I Wi Edit
Filezs of bype: Itiff file j Cancel |

[~ Open az read-only

Send Fax | Prewiew Fax Cancel

Click Open.

3. The selected file will appear in the “Documents” list in the FaxFinder Send Fax screen.

— Documents:

Dacumerit IF'ages Ij
calico-lot-taxes tif 1 J

o
[+
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4. In the FaxFinder Send Fax screen, specify a recipient for the fax. The recipient could either come
from your Address Book or be entered by clicking “+” in the “Recipients” pane and then typing the
Name and Fax Number in the Enter a Fax Recipient dialog box. Then click OK.

#® FaxFinder Send Fax

—Recipients —— — Documents
T o e, Jomtra o, [Fag=s | ]
i Conrad Schmalz 7175854 E b .c.ahco-lcd-taxes_t|f‘.._.- 1 _I
..“-.--, “.--.l"‘. LR T L _I
i

— Schedule
+ | - | Address Boagk.. | ISend © Immedistely Schedule |
—Cover Page

Coyer Bageistyles |BoldComplets ;I e EL |

Sukiect: |

Cover Page [Motes:

- [Ty

o~ w
1 SendFax |‘_'-‘F‘review Fax | Cancel |

L] =
A pama

Finally, you would click Send Fax. The TIF file will be reconverted into a fax message that can be
received by a fax machine.
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Receiving a Fax

The FaxFinder Server delivers incoming faxes to client PCs in their email inboxes.

Since faxes received through the FaxFinder are transformed into email attachments, they can be directed
anywhere email goes. The final recipient can be inside the office or across the ocean.

Fax reception works differently when the FaxFinder is operating in Automated Routing Mode than in
Manual Routing Mode. In Automated Routing Mode, faxes come directly to client/users; in Manual
Routing Mode, all faxes come to an attendant who forwards them to the intended recipient.

Receiving Faxes in Manual Routing Mode
In Manual Routing Mode, all faxes are emailed to an attendant using a single fax number.
1. The incoming fax arrives in the attendant’s email inbox as a message with an attachment.

2. The attendant uses email to forward the message to the appropriate recipient. Recipients could be on
the local Ethernet network or outside of it.

3. The recipient opens the email message. The incoming fax message takes the form of a graphic file
attachment. The FaxFinder Server has assigned the file an automatic file name.
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4. The incoming fax arrives in the client’s email inbox as a message with an attachment.
The email message is marked as being from the FaxFinder Administrator.

The sender’s “Remote ID” and the client’'s name appear in the “Subject” line of the email message.
(The Remote ID comes from the sending fax machine and is typically the sender’s fax number or
name.)

€= Inbox - Microzoft Outlook [_[olx] . . . . .
Fle Edt Wew Go Tools Actions Help | Incoming fax arrives in client's
| & |23 % | Gereny Morenytoal 4G Forward | B3 | send and Receve | pFind g organize | @| email inbox. The fax sender's

'Remote |D' and the client's
name appear in email "Subject’

Inbox i,

‘

n.\.dar:’:st x| (¢ B[%g[Fram BT I v l;l line. Remote ID comes from
2 ailbox -Roger Sher | ¥ - ) ; ; H . . .
586} Dutlook Today - [Fers | © £y @ Hank Gregary - Admin Fax Server: Fax Received - From '970 555 2319 Tue 9Y30/03 £:09 PM ‘_Il Send|ng fax machine and is
2 Calondar fi] Sven Tucker brick problems Tue 9430/03 5:53 PM typ|ca"y the sender's faX
 Contacts = Saren Achybach Bioulder Removal Issues Tue 9/30/03 4:53 PM
(3 Deleted liems £ Mary Sherman Angela's Recital Tue 5/30/03 350 AM number or name.
[ [ Roger Sheman: Fax Received - 2428 - Message (Plain Text) [[E 3 Message is labeled as being from
__ Eile Edt View Insert Format Tools Actions Help | the FaxFinder Administrator.
CoRenty | aReply to Al | GFForward | S B | ¥ [ D3 X |
From:  Hank Gregory — Admin corts Hane Client opens email. Fax message is graphic file attachment
To:  Roger Sherman with file name automatically assigned by FaxFinder Server.
CE; ’ ) File type of the attachment (PDF or TIF) is also set in
Subject: Fax S + Fax Recei - Fi 970 555 2919 To! ‘R E (192,168 -
bjecl a>.( erver) Fax Receives rom 0 oger erman( FaXFIndel’ Ser\lel’,
Attached s vour fax document, =

Mame: Roger Sh -
Eemote ID. 970 Op Mail Attachment HE

@ Opening:
0075-001,kif . .
e : Client can open or save attachment. Tiff files are
Some files can contain wiruses or otherwise be harmful to . . N . .
recy075-001 tif your computer, It is important to be certain that this File is automat|ca"y associated with the Multi-Tech Tiff
LG Viewer or with another chosen viewer. If FaxFinder
Server is set to PDF, attached file will open in

O Save it bo disk user-selected PDF viewer.
¥ Always ask before opening this type of file

What

I wou like to da with this file?

E Ewe Profile 0000\App ation Data a de e 0 are = 00

File Edt View Iook Window Help

ZS:NEEH 2 ®M| @i FilcaEE d | Be |
CI t . f WWINNT\Profilesh rts .000\Appli n Data\FaxFinder Client Software\Tiffs\rec¥D075-001.tf | Scale 10:10

Ient vi e“_’VS ax 09730403 TUE 18:07 FAX 970 535 2918 CALICO COUNTY GOVERNMENT CENTER
message In
viewer program.
0001 | CALICY UDUNTY ULERE

411 Mun St, 3rd F.oor
Willarwbury, Golerado
D73-535-2M18
WO-555-2919 tax
Ampgs: L8, 2003

TIOS I3 NOT & TAN HILL.
1ix Rocky Mowmain Consmeter, e,
47 Bur S5t
Lhunurge, Coloeads
Tan: #RTE3-2428
Treas M. Sherenm:

The tax desermialion you 1equestenl o B lols m tke Warde Pond Develépseent =
shawr. be o, T wiT1 il s b v, s well
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5. The FaxFinder client opens the email message. The incoming fax message takes the form of a
graphic file attachment. The FaxFinder Server has assigned the file an automatic file name.

6. The FaxFinder client can open the file or save the file.

a. Opening the fax message graphic file. Incoming fax messages are PDF or TIFF files. These
graphics files are automatically associated with a PDF or TIFF viewer program that has already been
chosen. The client can open the fax email attachment directly in the viewer program.

b. Saving the fax message graphic file. In some viewer programs, the client can do a ‘Save As,’
renaming the graphic file attachment with a meaningful name for subsequent viewing or for
forwarding (applicable to TIFF files only).

7. The client views the fax message in the (PDF or TIFF) viewer program.

Receiving Faxes in Automated Routing Mode

In Automated Routing Mode, the FaxFinder Server delivers incoming faxes to client PCs in their email
inboxes.

1. A PBX extension number must be assigned to the client PC at the FaxFinder Server.

2. For fax reception, the client PC and the FaxFinder server need not both be connected to the same
Ethernet LAN system. (A sales representative, for example, could receive faxes sent to her home
office fax number even though she is traveling overseas, if she uses an Internet email account.)

3. A fax document is sent to the PBX extension number of a client/recipient on the FaxFinder system.
The fax call is routed to the FaxFinder server and there converted to a PDF or TIFF graphic file. The
graphic file is attached to an email message that is sent to the intended recipient’'s email address (as
specified in the FaxFinder Phone Book).
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4. The incoming fax arrives in the recipient’s email inbox as a message with an attachment.

The email message is marked as being from the FaxFinder Administrator.

The sender’s “Remote ID” and the recipient’s name appear in the “Subject” line of the email
message. (The Remote ID comes from the sending fax machine and is typically the sender’s fax

number or name.)

€= Inbox - Microsoft Dutlook

fle Edt ¥iew Go Tools Actions Help

M= E . . N
| Incoming fax arrives in client's

&l - 5 ¥ | BéReply Reply ko Al G Farward =% 2end and Receive Find 5 Organize
k)

email inbox. The fax sender's

'Remote |D' and the client's
name appear in email "Subject’

line. Remote ID comes from

®™ Roger Sherman: Fax Received - 2428 - Message [Plain Text) =] B3

Elle Edt Yew Insert Format Tools Actions Help

Inbox T
Folder List x| [¢] 0[] g[From | subject [Received  ©
#-EMailbox -Roger Sher | * ; - ’ -
& -@? Dutlook Today - [Fers | © 3 @ Hank Gregory - Admin Fax Server: Fax Received - From '970 555 2319 Tue 930/03 6:09 PM
. (3 Calendar ) Sven Tucker brick problems Tue 9/30/03 5:53 PM
g Contacts = Saren Achybach Bioulder Removal Issues Tue 9/30/03 4:53 PM
- (3 Deleted lems £y Mary Sherman Angela's Recital Tue 9/30/(13 3:50 &M

‘_Il sending fax machine and is
typically the sender's fax

number or name.

Message is labeled as being from
the FaxFinder Administrator.

CoReply | FiRepty oAl $BForward | & 2 | v | D X |

From:
To:
Ce:
Subject: Fax Server: Fax Received - From 970 555 2919 To! ‘Roger Sherman' (192, 168

Hark Gregory — Admin Sent: Mone

Rager Sherman

Attached s vour fax document, -
Mame: Roger Sh

Remote T, 070 | ]

2

Opening:
recv0075-001.tif

Client opens email. Fax message is graphic file attachment
with file name automatically assigned by FaxFinder Server.
File type of the attachment (PDF or TIF) is also set in
FaxFinder Server.

& E3

recyQ075-001.tif

fram a trustworthy source.
‘What wauld you like to do with this file?
. .

¥ Always ask before opening this type of file

[

Some Files can contain viruses or otherwise be harmful to
wour computer, It is important ko be certain that this File is

File  Edit

Wiew Tools ‘Window Help

Client can open or save attachment. Tiff files are
automatically associated with the Multi-Tech Tiff
Viewer or with another chosen viewer. If FaxFinder
Server is set to PDF, attached file will open in
user-selected PDF viewer.

ZS:NEEH 2 ®M|

@i FilcaEE d | Be |

Client views fax
message in
viewer program.

007500 11if |
172671055x1

09430403 TUE 1807 FAX 970 555 2918

CALICO COUNTY GOVERMMENT CEMTER

CALITY UOUNTY CLERE
411 Mun St, 3rd F.oor
Willarwbury, Golerado
D73-535-2M18
WO-555-2919 tax
Ampgs: L8, 2003

TIOS I3 NOT & TAN HILL.
1ix Rocky Mowmain Consmeter, e,
47 Bur S5t
Lhunurge, Coloeads
Tan: #RTE3-2428
Treas M. Sherenm:

The tax desermialion you 1equestenl o B lols m tke Warde Pond Develépseent =
shawr. be o, T wiT1 il s b v, s well

5. The fax recipient (a client of the FaxFinder Server) opens the email message. The incoming fax
message takes the form of a graphic file attachment. The FaxFinder Server has assigned the file an

automatic file name.

6. The FaxFinder client can open the file or save the file.

a. Opening the fax message graphic file.

Incoming fax messages are PDF or TIFF files. These

graphics files are automatically associated with a PDF or TIFF viewer program that has already been
chosen. The client can open the fax email attachment directly in the viewer program.

b. Saving the fax message graphic file. In some viewer programs, the client can do a ‘Save As,’
renaming the graphic file attachment with a meaningful name for subsequent viewing or forwarding.

7. The client views the fax message in the (PDF or TIFF) viewer program.
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Using the Multi-Tech Tiff Viewer

The Multi-Tech Tiff Viewer program has a variety of features that enhance the viewing of fax messages in
graphic file form (thumbnails, zooming, spot magnification, scrolling, rotating, etc.). The program can also
manipulate and permanently alter the graphic files.

Frequently Used Commands — Toolbar Icons

The most commonly used functions are available as icons on the toolbar. In the next three diagrams, we
label and describe the functions of these icons.

EMulti—Tech Tiff Viewer - D:\Faxes\recy0137-001_tf: 1 of 2 | Scale 10:10
File Edit “iew Toolz “Window Help

=8B N HE(PLP aal 5] | foERISL O T
Open Center-Full-Image-in-YWindow Yiew
File Fit-in-Window-Propartionally “Wiew
Print . : : File Name bar
Fit-to-Width View alzo shows page, page count,
Copy and magnification.

Mormal (pixel-to-pixel) View

EMulti—Tech Tiff Viewer - D:\Faxes\recy0137-001.%f: 1 of 2 | S5cale 10:10
File  Edit Yiew Tool: Windomw Help

A= R BEpee o@h - lfoEE NS D6 2|
|
Zoom | Page Lp
In Current Page

7 Page Down

DUE»:n Panning -- Ormni-Directional Scrall
Spot

Magnifying
Glass
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EMulti-Tech Tiff Viewer - D:\Faxes\recy0137-001.4f: 1 of 2 | Scale 10:10

File Edit “iew Toolz ‘window Help
BN FEEBULLE O &l HisfyEEN OB 2|
Rotate Left
Rotate - .!

—Azgzociated File Mame Right * : H
CADocuments and SettingsjoeF axFinder Client Flip Horizantally : ;

- Compression Flip Vertically = ——=
[AICCITT Group3 10 FillBits ;

Irwert v :

r— Dimengions(Fixel) Colors Rezalution[DFI) Blackhite :
Wwidth: 1728 Flanes 1| | Horizontal
Height 1062 Bits: 1 Vertical: |95

ok I Caricel | +————————— Image --— i
Infi ;
* Quit -
Program
secondary
4 — — About Multi-Tech g
screens

>

Copyright Multi-Tech Systems, Inc., 1989 - 2003

Tel 1-800-328-9717
Wieb site: hitp: /e multitech.com
Tiff Wiewer Version  Wersion 1.00
Tiff DLL Yersion Mersion 3.11

Bit Manipulation DLL  Wersion 9.11

Tiff Wiewer
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While most of these features are common to many graphical programs, some warrant a bit of explanation.

Copy. The Copy function allows you to copy the fax file and insert it into a different application program.
See “Importing Fax Images into Other Application Programs” below.

Panning (Omni-Directional Scroll). The “hand” icon allows you to bring any desired portion of the image
into view.

Zoom to Selection. Click and drag with the mouse over the rectangular area you would like to view.
The Multi-Tech Tiff Viewer zooms in sufficiently to fill the screen with the selected area.

Mulli—Tech Tiff Viewer - D:\Working\FF110-Fax-Finderl \dwgs3\recv137-001 tif: 1 of 2 | Scale 10:10
File Edit View Tooks ‘Window Help
gk NEEB U2 eFoa el JJulraBE Ay B 7]
+ D:\Working\FF110-Fax-Finder1 \dwgs3\recv0137-001 _tif: 1 of 2 | Scale 10:10
101672003 16:52 FaX T637830874 KULTI TECH SYSTEMS

Selection Murkie Pond Development

Box STH 18
Lat 132

Lot 1324—

iy Apned

Lot 1325

:\Working\FF110-Fax-Finder1 \dwgs3\recv0137-001.tit: 1 of 2 | Scale 44:10

=t |0t 1324

Calico County, Eubg

Lot 1327 -

18TH AVEYCITY)

Selection

Magnified
To Fill

Window LUt 1 325 al

Multi-Tech Systems, Inc. FaxFinder Client User Guide 51



Chapter 3: Software Operation

Spot Magnifying Glass. In this viewing mode, a magnifying glass icon (cursor) appears.

Murkie Pond Development

STH 19
Lot 132
Lat 1324—] {1
_Area to be magnified
Lot 13251 .
=
£ Q) Magnifier
Lot 1327-- 3¢ {con
%
I
5 section line rd (unimproved) {proposed
- culvert)

It can be used in one of three ways to magnify any portion of the image: (a) Click over Area, (b) Click-and-
Hold Over Area, (c) Scan the Graphic.

Click over Area. A secondary window will appear that shows the ‘clicked-on’ area magnified. You can
adjust the size of the secondary window by dragging on its borders. You can re-locate the secondary
window by putting the cursor inside the window, clicking, holding, and dragging.

Hulti-Tech Tiff Yiewer - [D:\WorkingWFF110-Fax-Finderl Adwgs3trecy0137-001 .4F: 1 of 2 | Scah
Wl File Edit %iew Toolz 'Window Help

=&k EEEEL 2ReL® all ] lcaEE A
TR-TE 2007 1542 FAR TaamaliaTc W TT TFid RYATFANE Z ni

Murkie Pond Devalopment

setan line r ,:l'.-.immwmljl 1\_ {proposed
cdlwerl)

41H 18 .
Ln'.“IE-EE--L._‘T\ —
Lot 1324 N .
LI:It‘I!‘.?ﬁ"‘rl | i Here
Lut132?'--g"‘\q ”1 : \l;.
x |
g

Caliwe Gblr by, Eubachah “owbsaip

Magnified Image Appears
in Secondary Window
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Click-and-Hold over Area. Two additional windows will appear. The cursor itself becomes a small
secondary window of fixed size. The same image also appears on a third window. You can adjust the
size of the secondary window by dragging on its borders. You can re-locate the secondary window by
putting the cursor inside the window, clicking and dragging.

EMulli-Tech Tiff Viewer - D:\Working\FF110-Fax-Finderl \dwgz3\recv0137-001 tif: 1 of 2 | Scale 10:10
File Edit “iew Tool: ‘Window Help

&k NEEEL 2L ® @l i caBE A HBE|?|
1 D:\Working\FF110-Fax-Finderl \dwgs 3\recy0137-001_tif: 1 of 2 | Scale 10:10
1071872003 16:52 FAX TB3TH59874 MULTI TECH SYSTEMS

Click-and-Hold

Over Arect and Development
Y STH 19 .
Lot 132 s
-
Lot 1324— * 9

Fixed Window Appears Over Target Spot

)
I
ro
3]

i

Lot 1327--

11 LY
section Tine rd (Unimproved) \ {proposed
culvert)

18TH AVE4CITY)

Calico County, Eubechah Tewnship

Main Magnifying Window (scale-able)
Also Appears

Scan the Graphic. If you click, hold, and drag, you can scan the image in a magnified view. Two
magnifying windows will appear as in the “Click-and-Hold Over Area” description above.
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Importing Fax Images into Other Application Programs

The Copy command in the Multi-Tech Tiff viewer program allows you to import the fax image into other
application programs. In the illustration below, a fax has been Copied from the Multi-Tech Tiff viewer

program and Pasted into a Microsoft Word document.

W Microzoft Word - pimzley-edgerton-notice-re-murkiepond

@Eile Edit Wiew Insert Format Tools Table Window Help Acrobat

X3

DR ey icad|a- o
Marmal = TimesMewRoman = 10 = B F O ”EEE

]

15-0ct-20039

1

Dear Mr.-Pimsley
Rocloy Mountain-C onstruction-has-just-furnished-me-with-the-first-r ound- o f*lots-{4)- for-the: Murkie-Pond-

Development-project-(see-helow). - Werare-hoping-that-Ed gert on- Finance-will-continue-their-supportras-this.

project-expands g

Murkie Pond Development

STH 19
Lot 13;
Lot 1324 9
Il El
Lot 1325"1' B
o
Eenly =
=] My g
Lot 132?--@-‘ i &
=
E section line rd (unimproved
il
- meroved) N (proposed
culvert)

Calico County, Eubechah Townshio

10M6/03 THU 1527 FAX 720985 2428 ROCKY MOUNHTAIN CONSTRUCTION, INC.

BAonz2
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Setting up Your Address Book Manually

The Address Book in the FaxFinder Client Software adds significant convenience to the system. When
recipient contact information has been entered in the Address Book, this information will appear
automatically in the corresponding fields of the fax cover page.

1. In the FaxFinder Fax Client Software screen, click on the “Address Book” tab.
2. In the Edit menu, select “Add Contact.”

3. In the appropriate fields of the New Contact screen, enter information about the fax recipient.

Mew Contact

‘#= FaxFinder Fax Client SoftwarqEisEn e

File Edit Address Book Help

Organization:

Device Status | Pending Faxes | FHome humber:

work Mumber:
tame | [
Jim Olzan [ Fas Mumber:
Fierpoint Pencilkan F :
Address:
Emmet Edaertan E
Lawel Campbel FCity: I
StateProvince: I Poztal C-:ude:l
(].4 | Cancel |

4. After an entry has been made in the Address Book, you can view and revise it. In the Address Book
list, right-click on the name of the contact about whom you wish to review address information and
select Properties.

‘% FaxFinder Fax Client 5oftware

File Edt Address Book Help

Device Status | Pending Faxes | Fax Ports | Fax Log Address Book |

M arme Organization Fau Mumber
Jim Olzon Calico County T ax Office 19705503925
Pierpoint Pencilton Paddington & Pencilton Arz... 13039187171
Emmet Edgertan Edgerton Finance Guaranty 1807173207134
Lowel C Pinaree Graphics F17-hah4
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5. A Contact — Recipient screen will appear presenting the contact info for this particular recipient.

‘¥ FaxFinder Fax Client SoftwargQiia e

Contact - Lowell Campbell E3

I:_-:uwell Camphell

File Edt Address Book Help

Device Status | Pending Faxes | F

M ame |
Jirn Olzon

Fierpoint Pencilton

Ernmet Edgerton

Lowell Campbell

T om ol

Organization: | pingree Graphics
Home kumber: I',.r1 74920

Wk Mumber: |?83-9238

Fax Mumkber: I',-'-] 7-5854
Address: | 224 Barr 5t

ity |Durangn:u

StateProvinoe: I.:O Postal Code: |31 301

034 I Cancel

6. When you click on “Address Book” at the FaxFinder Send Fax screen, this same contact list will

appear.
‘% FaxFinder Send Fax !Elm
—Recipients Documents
Name [ Fax Mumber | Documert [ Pages | LI
murkie-ponddq c tif 1 _I
[~
[+
¥ Add Book X
o] - | _acoress pook. | # AddiessBook  [MEIE| RS |
Iame | Organization Al |
—Cover Page Jim Ol=zon Calico Courty Taw Office
[ Use Cover Page Pierpaint Penciton Paddington & Penciton Ar... it ez |
Emmet Edgerton

SUH]EETE I

Caver Fagelotes:

4

Lowvell Camphell

Edgerton Finance Guaranty
Pingree Graphics [DElEtE |

Zelent | Cancel |

Breyiesy: Fen i

e frEn
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7. When you select an item from this list and select Use Cover Page, contact info will be added
automatically to the appropriate fields of the cover page.

Tech Tiff Viewer - C:\WINNT\Profiles\pmb.000\Application Data\FaxFinder Client Software\Tiffs\Temp_til: 1 of 2 | Scale 100%

. To: Lowell Campbell
Phone: 783-9238 Fax: 717.5854
. From: Roger Sherman

Company: Rocky Mountain Censtruction, Inc. Fax: 970-785-5993
Subject: murkie pond layout

. Message: Date: Jan 26, 2004

Lowell:

See if this layout sparks any graphics ideas for our
upcoming promo.

Roger

8. To delete an entry from your Address Book, select the entry and right-click on it. In the menu that
appears, select delete. In order to complete the deletion command, you must click “Yes” in the

confirmation screen.
FaxFinder - Delete? m

Delete 1 selected item?

Yes Mo |

Multi-Tech Systems, Inc. FaxFinder Client User Guide 57



Chapter 3: Software Operation

Setting Up Your Address Book by Synchronizing with
Outlook

What Synchronization Means

During synchronization, entries from the FaxFinder Client Address Book and from the specified folder of
MS Outlook are merged into one list saved in both applications. When “Synchronize With Outlook”
command is invoked in the FaxFinder Client software, each list is updated with changes from the other.

Synchronization Procedure

1. In Microsoft Outlook, view the folder from which you want to be able to transfer fax numbers to the
FaxFinder Client Address Book. Confirm that you want those entries in your FaxFinder Client
Address Book. If so, proceed. (For example, you might select the “Contacts” folder in Outlook as
your source of existing fax numbers).

2. In the FaxFinder Fax Client Software, go to File | Options |[Advanced and click on “Enable Outlook
Sync.”

*#* FaxFinder Fax Client Soft
rr— 1o

File Edit Address Book Help
Identification I Fax Retry I CateTime I Server Priority  Advanced |

Device Status | i :
P T RS [~ Minimize On Cloze
Device [~ Minimize After Send |
Print Capture
Cutlook Synchronizer W Enable Outlack Sync
192,165.4.81 unknown )
192.168.4,96 (FF100) Indep, | OVtiook Folder | gt set- Browse
Ok I Cancel I 1

3. Click on Browse. Select the desired folder from the Select Contact Folder (Outlook:) screen. Click
OK. If a confirmation screen appears, click OK.

‘% Select Contact Folder (Dutlook:) 10| x|

----- £ Calendar

----- = Contacts

----- €1 Deleted tems
----- £ Drafts

Cortact Folder I Contacts:

Ok Cancel I

At the Options screen, click OK.
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4. In the FaxFinder Fax Client Software, go to the Device Status tab and select Outlook Synchronizer
in the “Device” list.

5. Right-click on Outlook Synchronizer and select Synchronize with Outlook.

The attempt to synchronize the FaxFinder Address Book with MS Outlook will cause Outlook to
present a security screen at which you must click the “Allow access for” checkbox and choose a
<time period> from the drop-down menu. For a large address book, five minutes should be adequate
time for the synchronization to be completed. Then click Yes.

Microsoft Office Outlook E

A program is trying to access e-mail addresses you have
stored in Outlook. Do you want o allow this?

If this is unexpected, it may be a virus and you should
choose "Ma",

[ dllow access for [ERGlE=s

Yes | Mo I Help

The Outlook Contact information will be copied into the FaxFinder Address Book. Entries from the
FaxFinder Address Book (if any) will also be copied into the Outlook Contact list. A relationship will
be created between the corresponding entries for future synchronizations.

The Outlook Synchronizer feature has many options. For further details, see the Administrator User
Guide.

‘# FaxFinder Fax Client Software

File Edit Address Book Help

Device Status |Pending Faxes | Fax Ports | Fae Log | Address Book |

Device | status Inbox - Microsoft Dutlook
Frint Capture " File Edit |‘iew | Go | Tools Actions Help
Mail Chrl1

: Sllew - | = L o Forward | 11 5end
192.168.4.96 B
(Fax Finder2 ) Calendar  Ctrl+2

@ B L OF R EE L

Conkack Chrl+3
Favarite Folders lins S

Subject

by
Tasks Chrl+4 Ok of

Mokes CtrH5S  |enfelser Euwiilk in moder
enfelser Filys MYP410
enfelser RE: possible

L] Inbox (125)
| Uhread Mar
| For Fofiow Lp
=7 Sent Items
fa) Deleted Itemn
L.”| Drafts [34]
L] Qb

Falder List  Crtrl+6

SEAELS G CI0 kime,

Journal CtrHH8 enfelser RE: MYP100d

Folder... crlyy  [Enfelser RE: voip: add
Al Mail Eolders (FelaiE [ L o
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Setting Up Address Books with CSV Files

Files in CSV format (comma separated values) consist of spread-sheet data presented in ASCII (plain
text) form. As such, the data can be transferred between different application programs. Many common
programs (like MS Excel and MS Outlook) can do both importing and exporting of CSV files.

The FaxFinder Client software can also do both importing and exporting of CSV files.

Typically, the reason a FaxFinder client-user would export his/her FaxFinder Address Book into a CSV file
format would be to share entries with another FaxFinder client-user. A FaxFinder client-user might also
import a CSV file from another application (for example, both MS Outlook and MS Excel files can be
exported into CSV format) in order to expand his/her FaxFinder Address Book.

To import a CSV file, a template file is needed to map the fields of the source file into the appropriate
corresponding fields of the destination database. For client-to-client imports, a standard template file is
included with the FaxFinder client software making such imports very easy. There is, after all, a one-to-
one correspondence of the data fields.

When importing to your FaxFinder Address Book from other sources, there generally will not be a one-to-
one correspondence between the data fields and so a customized template will be needed to map the
data fields properly.

Suppose you had a list of potential customers exported to CSV format from an MS Excel spreadsheet
and, for each customer, there were 10 fields of data, including their names and fax numbers. To import
this information into the FaxFinder Address Book (which has 9 fields of data in an established order), you
would have to specify that each customer name and fax number from this CSV file gets transferred into
the Name and Fax Number fields of the FaxFinder Address Book. Other fields from the customer list
might fit into other FaxFinder Address Book fields, as well, but some fields may not fit.

“Cosmetics & Wore” Customer List Now Comtoct |
Customer Name Name: I
HairColor Crganization: I

- Home Mumbet: I

yark Murmb
iark Number:

Phone Number |
Fax Number Faix Mumber: I
Address Address: I
City City: |
State State/Pravince: l_ Postal Cocde: I—
ZIP (e 14 | Cancel I
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To map the fields from the CSYV file to the FaxFinder Address Book format, you create a custom template
file using the FaxFinder's Template Mapping screen.

—File details
Template File:
Imipart File: CiiCozmet-n-more-cust-list] cay
—Contact details
Field Azsigniment Imported Field(=) Customer Mame [ Abigail Anderson) LI
Mame: I Cuzstomer Mame (Abigail Anderson)
Hair Colar (browen)
Organization: I Eye Color (green)
Shoe Size (8)
Home Phone: I Phone Mumber [970-555-2433)
Fax Mumber [970-255-5095)
wyiork Phone: I Address (13 High St)
City (Dusting
Far Mumber: I State (000
ZIP ()
Address: I j }
o | HiBl
StateProvince: I j J
Postal Code: I j J
Bresvins Reard | ek Recard 1ot QK | Cancel |
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Exporting a FaxFinder Address Book to CSV File Format
1. At the FaxFinder Client software, go to Address Book | Export. The Address Book Export screen

will appear.
Address Book Export m
Dedlimiter: Icnmma - I

Export |

Cancel |

2. Use the “Delimiter” drop-down list to choose the kind of character that will be used to separate the
fields of information in the Address Book entries.

Address Book Export m
Doefirmites: Icnmma - I

COMmma
colon

semi-colan
tab

3. Click Export.

4. The Save Delimited Address Book screen will appear. Save the CSV file with an appropriate
filename.

Save Delimited Address Book m

Save in: IDTempIates ﬂ - ok v

jims-addy-hook-contac S\

I jims-ady-hook-contacts 1. csv

Ciocurments

®

Desktop

File narne: Ijims—addy—book—contads:Z.csv j Save
Save as type: IExpDrt Delimited File*.csv) LI Cancel |

7|
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Importing CSV Files into FaxFinder Address Book with Fitted Template

1. In the FaxFinder Fax Client software, go to Address Book | Import. The Address Book Import
screen will appear.

Address Book Import E
—CEY import file

File: name: I

I_ Firat Line Headiigs Delimiter: Icomma - I

Browse

—ICEY import field mapping template

File: name: I |

Birowze

efine Template |

[kizige | Eregiesmmpart | Cancel

2. Under “CSV Import file,” click Browse. A list of CSV files will appear. Select the CSV file that you
want to import. (The CSV file will likely be a file outputted from MS Outlook or a file containing
contacts from another client-user of the FaxFinder system.)

3. A delimited file can be exported with or without a first row that defines the columns. Check the First
Line Headings checkbox if the import file has first line headings.

4. In the Delimiter dropdown menu, choose the delimiter used in the CSV file (comma, semicolon, colon,
or tab).

5. Under CSV import field mapping template, click Browse. Select the template file (the file extension is
.yml) that is needed to map the entries of the CSV file into the fields of the FaxFinder's New Contact
screen. (If the CSV file is one that was exported from another FaxFinder client user, you will need the
FaxFinder Client Import_template.yml template file.)
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6. To find out whether or not the new entries are being properly placed into the Address Book format,
click Preview Import. The Template Mapping screen will appear.

Template Mapping (No First Line Headings; Delimiter:co__. m

—File details
Template File: C:/Documents and Setting=/ombd. . Jsilvermine-templatel yml

Import File: C:/Documents and Settingsfomb).. Jims-phonebook! csy

— Contact detailz

Field= Walues

Mame: I Pierpaoint Penciton

Organization: I Paddington & Penciton &rchitects

Home Phone: I

wWiork Phone: I

Faux Mumber: | 970-555-7928

Address: I

City:

StateProvince:

Postal Code; I
Previous Record |

Nex‘tRecord T0iT on |

Use the Next Record and Previous Record buttons to page through the entries as they would appear
if you proceed with importing. If the entries are to your liking, click OK.

If the entries are not properly organized, will may need to adjust your Delimiter and/or First Line
Heading settings. Or, you may need to modify the template (see “Importing CSV Files into FaxFinder
Address Book with a Customized Template” later in this chapter).
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For example, if the first record has a literal value of “Name” in the Name field, a literal value of
“Organization” in the Organization field, etc., then your import CSV file did indeed have First Line
Headings and you may have failed to check the “First Line Heading” check box. To clean up your file
import, you must correct this by checking the First Line Heading checkbox.

Using Preview Import to Correct Import Problems  Corrected File.

Here the import file had included first-line After the First Line Headings checkbox has
headings but the First Line Headings checkbox been checked, the meaningless entry is no
was not checked. The consequence of this longer present.

mistake is to have a meaningless entry in your
Address Book.

Template Mapping (Mo First Line Headings; Delimiter:co... B4 Template Mapping  (With First Line Headings; Delimiter-c... |E4
—File details —File details:
Template File: C:J._FaxFinder Client Import_template yml Template File :1. FaxFinder Client Import_template ymi
Import File: Cif.dims-addy-book-contacts1 cev Import File: Ci/. Jims-addy-book-cortacts1 .csw
—Contact details —Contact details
Fielcis Walues Figlds Walugs
hlaine I Hame hlame: I Jim Qlson
Crganization: I Crganization Qrganization: I Calico County Tax Office
Home: Phone: I Home Phone Home Phone: I
Wiork Phone: IWD,-k Phone Work Phone: I
Fax Number: I Fax Number Fee Number. Ism-sss-zm a
Address: I Address Address: I
City. I Ty City: I
StatesProvince: I StateProvinoe State/Province: I
Postal Code: I Postal Code Postal Code: I
Previous Record | Mext Record | 1of7 oK Preyious Fecar | Next Record | &S QK |

If you attempt to import with the wrong delimiters (suppose the import CSV file is delimited by commas
and you attempt to import it using semicolons as the delimiters), then an error message will appear.

Import Error m

CSY Error - Parsing  the file 'CA\Documents and SettingsipmbApplication Data\FaxFinder Client
SoftwarehTemplatesyjims-adohy-book-contacts 1. ca'

7. Click Import. The importing activity will be indicated in the Device Status tab of the FaxFinder Fax
Client Software screen.

FaxFinder Fax Client Software !Elm
File Edit Address Book Help

Device Status | Pending Faxes | Fax Ports | Fax Log | Address Book |

Device | Status I Fecipient | -

Print Capture idle

Outlook Synchronizer idle o
C3Y Importer applying changes lo... F

192.168.4.203 (FF820) Indepen... idle LI

8. The new entries from the CSV file will now appear in your Address Book.
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Importing CSV Files into FaxFinder Address Book with a Customized Template

CSV contact lists can be created in many applications (MS Outlook, MS Excel, Notepad, etc.). In general,
those contact lists may contain information that does not fit directly into the format of the FaxFinder's New
Contact screen.

Suppose a useful CSV file exists but its contents (data fields) are not in the same order as data in the
New Contact screen. Or suppose that useful CSV file contains extra information beyond the fields of the
New Contact screen. In such cases, you will have to create a template file (with file extension .yml) that
properly maps the useful information from that CSV file into the format of the New Contact screen.

1. Consider a CSV file that has been exported from MS Excel.

IE_)I File Edit “iew Insert Format Tools Data Window Help Adobe PDF
DEHS SR/ PE(%LB-F 9 08 F 350D 0w -0 e
_J o | z‘ lU,—"
Sk

F17 - F

A | B | C | D | E | F | G

1 [Mame Company Pasition Home Phone Cell Phone Work Phone Fax Mumber
2 |EdWalz Draco lronworks  welder 970-555-3568  T04-555-1214  9V0-555-5806 970-555-0358
3 |Tim Belzer Belzer Radiator mechanic 970-555-3508 970-555-0258 9V0-555-5736 970-555-6739
4 |Ralph Black Terrance Paint Co | detailer Q70-555-8568  T04-555-1564  GT0-555-5842 970-555-5802
5 |Tina Lornack  Draco lromworks  accountant 970-555-9568  9T0-357-2469 9V0-555-5446 970-555-4759
6 |Red Wiley Lamson Supply genl manager |970-555-3599  704-555-89314  970-555-5376 970-555-9844
7 |Lester Rill Eck Sandblasting  hblaster 970-555-3539 T04-555-1277 9V0-555-5330 970-555-4848
8 |Ron Quincy Lamson Supply parts manager 970-555-3768  970-241-5794  970-555-4636 970-555-9122
9 |Dale Yarsdale Finn Surveying SUrveyor 970-555-1268  970-389-9491  970-555-5717 970-555-3368
10 | Ted Danson Danson Pipefitting | pipefitter 970-555-3958  TO4-555-1834  OT0-555-5646 970-555-4729

Compare the field structure of this file to that of the New Contact screen of the FaxFinder client Address

Book.
Cr— |
hlame: |
Organization:

Home Mumber:

|
|
|
wark Mumber: I
|
|

Fax Mumber:

Address:

City: I

StateProvince: I Paostal Cocle: I
Ok I Cancel |

Because this CSV file contains extra fields (like “Position” and “Cell Phone”) that are not in the FaxFinder
Address Book New Contact screen, a new template will need to be created to map its information into
the FaxFinder Address Book.
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2. In the FaxFinder Client software, go to Address Book | Import. The Address Book Import screen will
appear. Browse to find the CSV file that you want to import.

Address Book Import

— IS import file

Fili rizme: I CiSource-Docsburley-mechanical-contact-list2h cev ErEEE |

|7 Firzt Line Headings Delitmiter: Icomma - I

— IS import field mapping template

File: name: I .

Define Template |

[kj=1eige | Ereviesolmpcrt | Cancel

3. Click Define Template. The Template Mapping screen will appear.
The Imported Fields drop-down box presents a list of all of the fields present in the CSV file.

Template Mapping (With First Line Headings; Delimiter:comma) m
—File detailz
Template File:
Import File: Cif L burley-mechanical-contact-list2b csy
— Contact details

Field Assignment Imported Field(s) Mame (Ed alz) ;I
Mame: I Mame (EdWialz)

Company (Draco ronworks)
Organization: I Position (welder)

Home Phone (970-555-3568)
Home Phone: I Cell Phone (704-555-1214)

(Wiark Phone (970-555-5906)
vyiork Phone: I Fax Mumber (970-555-0358)

Street Addr (11 Balcomb St
Fax Mumbet: I City (Parsonwville)

StateProv (CO)
Address: I Zip O

[y
o | | -]
StateProvince: I j J
Postal Code: I j J
Preyios Recard | Mext Record | il @i oK | Cancel |

4. Click on the Imported Fields drop-down box and select the field name from the CSV file that matches
(or most closely matches) the name of the New Contact screen field into which that information will be
placed.

Contact details

Field Assigniment Imported Field(=)
MName: I

Organization: I

5. Then click + to map that selected field from the CSV file to the corresponding field in the New Contact
screen.

Caortact details
Field Azsignment Impoarted Field=)

Company (Draca ronworks) ;I

Matme: IName {Ed vWalz) J
Organization: I j J
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6. When one field name from the drop-down list has been added (with the + button), the next CSV field

name in the drop-down list will appear. Click + on the next line to associate that CSV field with the
next New Contact screen field (if the association makes sense). Sometimes the field names will differ
but it will be appropriate to map the CSV field to the New Contact screen field anyway. (For example,
the “Company” field from the CSV file can logically be mapped to the “Organization” field of the New

Contact screen.)

Cortact details

Field Azsignment

Mame:

Organization:

Imparted Field(=)

Position (vwelder)

| Mame (Ed Walz)

I Company (Draca ronworks)

=]
-]
L] ]

7. When the field names from the CSV file cannot logically be mapped from the CSV file to the New
Contact screen (for example, the “Position” field from the CSV file cannot be logically mapped to any
New Contact screen fields), skip that CSV field.

—Contact details

Field LA==ignment

Mame:
Organization:

Hatme Phone:

Imported Field(=)

Position (welder)

I Mame (Ed Yalz)

I Company (Draco Ironvworks)

[

Ll
N

8. Search in the Imported Fields drop-down list for appropriate CSV fields and use the + button to map
such CSV fields to New Contact screen fields as needed.

— Contact detailz
Field Azsignment

Mame:
Organization:

Haome Phone:

Impoarted Field=)

Home Phone (970-535-3368)

[

I Mame (Ed Walz)

I Company (Draco lromwworks)

Mame [Ed WWalz)
Company (Draco Iranvwarks)
Poasition (welder)

Cell Phone (704-555-1214)
ok Phone (970-2323-3908)

9. Use the — button on any line to delete an unwanted mapping.

10. The CSV file may have more or fewer fields than the New Contact screen.

In any event, you must map a fax recipient Name and a Fax Number from the CSV file to the New
Contact screen to create valid entries in the FaxFinder Address Book.
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Finish mapping all appropriate CSV fields to New Contact screen fields.

Template Mapping (With First Line Headings; Delimiter:comma)

— File detailz
Template File:
Import File: C:f burley-mechanical-cortact-list2h cav

—Contact details
Figld Assignment Imported Figld(s) Mame (Ed Yvalz) LI
Marme: | Mame (Ed Walz) j J
Organization: I Company (Draco Ironworks) j J
Home Phone: I Hoime Phone (970-555-3568) j J
Wk Phone: IWork Phone (370-555-5906) j J
Fax hNumber: | Fax Mumber (970-555-0355) j J
Aodress: IStreet Sddr (11 Balcomb St j J
City: I City (Parsonwille) j J
State/Provinoe: IState.l’Prov [ee)) j J
Postal Code; IZip £ J
Breviois Recard | Mext Fecord 1 ais Ok, | Cancel |

11. When the mapping is complete, click OK. You will then be prompted to name the template file
that you have just created to accommodate this CSV file.

Save Import Template File I

Savain: Il‘f)TempIates j “ @ Er

k‘ | FaxFinder Client Import_template. yml

File name: Iburley‘l il j Save |
Sawve as type: ITempIate File(*yml) LI Cancel |

2
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12. The Address Book Import screen will return. It will list both the CSV import file and the template file
you have just created.

Address Book Import m

—CEY import file

File name: I C'Source-Docs'burley-mechanical-cortact-list2h csy Browwse

|7 First Line Headings Delimiter: Icomma - I

—CSY import field mapping template

File: niame: I C:FaxFinder Client Softeware\Templates\ourley yml ErEEE |

| Modify Template I

Impart | Previesy Impoart | Cancel

13. To confirm that the field mapping is appropriate, click on Preview Import. At this screen, you can
view each entry before importing. If the entries are correct, click OK to return to the Address Book
Import screen.

— File details
Template File: C:Documents and Settings/omb). . burley! syml
Impart File: C:f burley-mechanical-contact-list2h cav
— Contact details
Figlds Walles
Matme: I Ed Walz
Organization: I Draco [romworks
Home Phone: | 970-555-3568
work Phone: | 970-555-5906
Fai: Number: I 970-555-0358
Address: | 11 Balcomb £t
City: I Parzonville
State/Province: I oo
Pastal Code: I
Previuis Recurd | Mext Record | laig Ok |

14. If the entries are not right, you can use the Modify Template command to revise the template as
needed.

15. When you are satisfied that the mapping is set up correctly, click Import at the Address Book Import
screen. The importing activity will be indicated in the Device Status tab of the FaxFinder Fax Client
Software screen.

FaxFinder Fax Client Software
File Edit Address Book Help

Device Status | Pending Faxes | Far¢ Ports | Fan Log | Address Book |

Device | Status I Fecipient | —

Print Capture idle

Outlook Synchronizer idle o
CE5Y Importer applying changes lo... F

192.168.4.203 (FFE20) Indepen... idle LI
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16. The new entries from the CSV file will now appear in your Address Book.

‘®® Address Book

Jim Jarzon

Jim Ol=zon

Jim Upsan
Lester Rill
Lowvvell Camphell

| viigai b=

4

fharme | Crganization

Bill Breswer

Dale Yarzdale Finn Surveying

Ed Langley Realty Association Presic

Draco Ironsworks
Edgerton Finance Guarar,
Larzon Pizza & Lefze, Inc
Calico County Tax Office
Uppington Pizza Ca
Eck Sandblasting
Pingree Graphics -
Calrama Divra TA

[ _>IJ

Select | Cancel |

- ey |
Ediit |
Delete |
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Transferring an Established Standard FaxFinder Address Book to a New Client-
User

A FaxFinder Address Book can be created in any of several ways: new contacts can be added manually,
they can be added when faxes are being sent, they can be added by synchronizing with Outlook, and
they can be added by importing CSV files.

In many cases, it will be desirable that all members of an organization have access to a ‘starter’ Address
Book with a common/standard set of contact entries that might be useful to everyone in the organization.
Thereafter, each individual client-user can modify his/her Address Book as needed.

Therefore, it may be important to have an established ‘standard’ Address Book to furnish to a new client-
user. To provide such a ‘standard’ starter Address Book for new client-users, follow the steps below.

1. The FaxFinder Administrator (or other keeper of the standard Address Book) should export his/her
Address Book with an appropriate file name.

At the FaxFinder Client software, go to Address Book | Export. Choose the required delimiter from
the “Delimiter” drop-down list. Then, at the Address Book Export screen, click Export.

Save Delimited Address Book n

Savein | Templatss = +acE-

" FMC-main-foo -2
4l jims-addy-book-contacts2.cev
4l jims-addy-book-contacts1.cev

Address Book Export m
Doefirmites: Icnmma - I

Export |

Cancel |

File name [FPvc-main-fecady-book-2007-01 csv =l Sove |
[~

Save as type: IExpurtDEhmi\Ed File(*.csv) Cancel
—

Save the CSV file with an appropriate filename.

2. The FaxFinder Administrator should then send the standard Address Book CSV file to the new client-
user by email. Include advice about whether or not First Line Headings are used in the standard
Address Book.

3. The new client-user must put the Standard Address Book CSV file into a convenient directory on
his/her computer.
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4. At the FaxFinder Client software, the new client-user should go to Address Book | Import. At the
Address Book Import screen, the client-user should browse to the established CSV import file at the
top of the screen and browse to the standard client-to-client import template file in the lower part of the
screen (the file name will be FaxFinder Client Import_template.yml or something similar and this file

will be available as soon as the client software is installed).

Address Book Import m
—CSY import file
File name:

I S A Templates RMC-main-fax-addy-book-2007 -1 csv

|7 First Line Headings

Delimiter: Icomma - I

Browze

—CSY import field mapping template

File: niame: I C\ . A\Templstes FaxFinder Client nport_template yml

Modify Template |

Browze |

Impart | Previesy Impoart | Cancel

5. The new client-user should click Import. The organization’s ‘standard’ Address Book will then be

installed and available for use by the new client-user.
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Using Stock Cover Pages

Faxes are often accompanied by a cover page that specifies from whom it was sent, to whom it was sent,
the date, and other details about the sending and receiving parties. The FaxFinder system offers several
ready-made (stock) cover pages that can be used for this purpose. These stock cover pages can also be
modified or customized to meet individual needs (see “Creating or Modifying Cover Page Styles” later in
this chapter).

In this section, we present an example of using a stock cover page.

1. We will send the fax from the Windows Notepad program. (In this program, one sets the printer by
going to File | Page Setup | Printer | Properties | Name and, in the drop-down list, set “Multi-Tech
FaxFinder” as the target printer, and click OK).

Edit Seach Help
Hew
Open...
Save
Save As...

jitects (Paddington & Pencilton) contacted you with the design of the facing
used in the HMurkie Pond housing development? I'm expecting it to be a special
; ; ; - before. I
Page Setup HE ‘s custom
al. We want

[Pt e'll leave it

to you to ¢ Size:
Let us kno -
Sincerely,

Source: Tray j

Roger Sheri
Rocky HMouni — Orientation Marging [inches]
Durango, CI

978-785-31 & Polrait Left: ID.?S" Bight: ID.?S"
' Landscape Top: I‘I" Bottom: I‘I"

Header: I&f

Footer: IPage &

il I Cancel | Printer...

Page Setup HE

Printer

Harne: WAMNWSO4HP4300TH

 [WNWSO4SHPA300TN
Status 4 Ny/S044PUE_HPAK.
Type: Acrobat Distiller

R 11T ech Eaiinder
Comment: [

Metwork. .. |

2. In Notepad, we select Print to send the file as a fax via the FaxFinder.
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3. When the FaxFinder Send Fax screen appears, it will list the document we want to fax in its
“Documents” pane. Next we must specify a recipient.

The recipient could either be chosen from the Address Book (by clicking on the Address Book button)
or specified directly by clicking on + in the Recipients pane and completing the Name and Fax Number

fields.

In this example, we will choose the recipient from the Address Book by highlighting the entry and
clicking Select. Note the detailed address information about the recipient that had been stored when
this party was entered into the Address Book (you can view the details on any Address Book entry by
clicking Edit from the Address Book screen). Recipient contact info from the Address Book entry will
appear later in the automated fields of the cover page. Sender contact info from the Options menu will
also appear on the cover page. Which details are included in the cover page depends on the cover
page style used. The “fax stamp” at the top of each sheet of the fax (which includes sender, recipient,
and time info) is inserted automatically based on information from the FaxFinder server software and

from the recipient fax machine.

‘® Address Book

| Organization
Calico County Tax Office
Paddington & Penciton Ar ...
Edgerton Finance Guararty
Fingree Graphics
Harrelzon Shingle Co.

Mame

Jim Qlzon
Fierpaint Penciton
Emimet Edgerton
Lowwell Camphell
Mat Harrelson

Select | Cancel |

Some or all contact info about
the fax recipient gets
transferred onto the cover page
automatically. The info included
depends on the cover page style

used.

Contact - Nat Harrelzon

Mame:
Organization:
Home Fumber:
Work Mumber:
Fa Mumbier:
Address:

City:

|Nat Harrelzon

|Harrelson Shingle Ca.

[717-9245

[717-5091

|Parsonville

StateProvince: oo Poztal Cocle:

Ok

| Cancel |

[ Options M=

Icertification ]Fax Retry l DatesTime l Server Priarity ] Advanced ] Logging ]

Maime: |Roger Sherman

Company:

|Rocky Maourtain Construction

Similarly, info about the fax senderis
transferred from the Options screen

Fhone Mumber: | 970-7E5-3119

Fax: humber: |gm_?85.5993

Fax Header Local I |Faw number -
Ok Cancel

to the cover page. (The Options screen
is accessible from the FaxFinder Fax
Client Software screen using the File
menu.)
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4. The FaxFinder Send Fax screen appears again but this time our recipient has been entered.

— Recipients — Documents:
Mame | Fax biumber | Document | Pages | LI
Mat Harrelzon 717-5991 nat-re-brick-shingle-02-10-04b tif 1 J
F
— Schedule
+ | - | Address Book.. | ISend: Immediztely Schedule |
—Cover Page
|_ Use Cover Page Caver Page Styler  |BoldComplete ;I e Ed |
SUkiECh |
Coyer Bane Hates:

Send Fax Prewview: Fax Cancel
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5. Since we intend to use a cover page, we click “Use Cover Page” and then select a stock cover page
from the “Cover Page Style” drop-down list. We can then type a subject for the fax message and type
a cover page note, each in the appropriate fields.

— Recipiernts — Documents
Mame | Fax biumber | Document | Pages | LI
Mat Harrelzon 717-5991 nat-re-brick-shingle-02-10-04b tif - 1 _I
[
El

—Schedule
+ | - | Address Book.. | ISend: Immediztely Schedule |
—Cover Page

|7 Use Cover Page Cover Page Style:  |BoldComplete ;I Wienw Edit |

Subject: | bricks and shingles

BoldComplete2
FaxCamplete

Cover Page Mates: LongCommert il

Mait,

Please look at our choice in Plimpton's brick offerings and see if you have any shingles
that match well. We made three other runner-up' brick choices. Take a look st those, as
weell If we have to goto one of the runners-up to get & good shingle match, that's fine by
me. Let me knowe. Thanks. Roger

Send Fax | PreviewFaxl Cancel |

Suppose we choose the style called “BoldComplete.” We can view it by clicking “View/Edit” on the
FaxFinder Send Fax screen. The requested file will appear in the Template Editor screen.

&' Template Editor - [new.cpg] | 100% M= E3 I

File Edit Insert ‘iew Settings
. @I |2pt|ine =

02| 5| | @] ablm|

L[ Ne|ol=lm] £2]2] A

\Phone: IF:_::-::I
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6. To see how the cover page appears after the sender and recipient information has been automatically
inserted, click Preview Fax. This is how the fax cover page will be sent.

EHulti-Tech Tiff Yiewer - C:\WIMNT\Profiles\pmb.000VApplication Data\FaxzFinde
FEile Edt “iew Toolz ‘Window Help

= & B niEENE|EE a1 v|||{?%@]
i C:AWINMN T AProfileshpmb. 000V Application Data\FaxFinder Client 5oftwareiTiffsh

To, MWat Harrelson
Phone 71709246 Fax: 717-5081

Fom: Roger Sherman

Company; Rocky Mountain Construction

Subject:  bricks and ghingles

Date: Feb 10, 2004

Message:

Mlat,

Flease look at our choice in Plimpton's brick
offerings and see ifyau have any shingles
that match well. We made three other
runiner-up brick choices. Take a look at
those, as well. Ifwe have to go to ane of
the runners-up to get a good shingle match,
that's fine by me. Let me know. Thanks.
Raoger

7. To send the fax, simply click Send Fax in the FaxFinder Send Fax screen.
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Creating or Modifying Cover Page Styles

The Multi-Tech Cover Page Generator program allows you either to produce custom cover pages or to
use existing style templates. In this section, we will describe both processes, making a new template and

customizing an existing stock cover page style template.

Creating New Cover Page Templates

1. Open the Cover Page Generator program. Go to Start | Programs | FaxFinder Client Software |
Cover Page Generator. You can also open the Cover Page Generator program from the FaxFinder
Fax Client Software program by opening the Edit menu and selecting “Edit Cover Page Template.”

[l B3

% FaxFinder Fax Client Software
Fil= Address Book  Help

Add Fax Server
De Add Contact ax Ports I Fax Log I Address Book I
Edit Cover Page Template | Statuz | Recipient |
T idle
Fax Finder at 192.168.3.30 idle

2. The main Template Editor screen will appear. Open it to full-screen size.

E' Template Editor - [new_cpg] | 100%
File Edit Insert “iew Settings

o @I |2 ptline j

[ ~olel=a] £219] A

D[ |z o] @l — |
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3. Several types of objects can be added to a cover page file. These are listed in the Insert dropdown
menu.

:—::' Template Editor - [new.cpg
File Edit | Ingert “iew Settings
0= Image all
———  Field Text =
Static Text

Line
Rectangle

Elipse
Hilite

EEEEN

The commands to create these objects can be invoked either here or from buttons on the Tool Bar.
We will invoke various commands from these toolbar buttons throughout this procedure.

4. Decide on the categories for which you want automated fields on the fax cover page. Generally
speaking, you will want to include information about the Sender and the Recipient. For each type of
information, you will want a label in “Static Text” and an “Edit Box” (“Field Text”) into which the
automated information will go. Information about the sender will be automatically transferred from the
FaxFinder Client Software Options screen onto the cover page; information about the recipient will
come to the cover page from the FaxFinder Address Book’s Contact screen or from the FaxFinder
Send Fax screen (if the Add Recipient button is used to specify the fax recipient); and occasional
information will come from the FaxFinder Send Fax screen (for the subject of fax and the comment)
and from the client PC (for the date of the fax).

To insert an automated field, you must double-click on the “Edit Box” button and then drag open a
box at the desired place on the screen. Typically, one would place the label of the category using
the Static Text icon first and then locate the Edit Box beside it. (The “Edit Box” button invokes the
same function as the “Field Text” command in the Insert menu.)

Static Text Icon Edit Box or Field Text Icon

m B
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The FaxFinder supports the automated field types listed in the table below.

Object Type in Source of Info Placed in Description
Template Editor Field
User Name FF Client Add Device Address User Name within FaxFinder system

screen
From Name FF Client Options screen Sender’s Name
From Company FF Client Options screen Sender’s Company Name
Name
From Phone FF Client Options screen Sender’s Voice Phone Number
From Fax Number FF Client Options screen Sender’s Fax Number
Destination Name FF Client Contact screen or Recipient's Name
Send Fax screen

Destination FF Client Contact screen Recipient's Company (Organization)
Company Name Name
Destination Phone FF Client Contact screen Recipient’s Voice Phone Number
Number
Destination Fax FF Client Contact screen or Recipient’'s Fax Number
Number Send Fax screen
Date client’'s PC Date of Fax Transmission
Subject FF Client Send Fax screen Subject of Fax Message
Comment FF Client Send Fax screen Comment about Fax Message
Title not used not used
Department not used not used
Address 1 FF Client Contact screen Recipient’s Street Address
Address 2 not used not used
City FF Client Contact screen Recipient’s City
State FF Client Contact screen Recipient’s State/Province/County, etc.
ZIP Code FF Client Contact screen Recipient’'s ZIP code or postal code

5. Select the “Static Text” cursor labeled [ N | and drag to open the desired field.

To have freedom to move the cursor in a continuous fashion leave the Grid button,

the unselected position (its darker shade represents its unselected state). You can also turn the Grid
on and off in the Settings pull-down menu.
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6. Enter the field label in the Static Text box. Be sure to allow enough room for the size of font you have
chosen. If the box is too small for the font size, the text will be cut off.

To select font, the font style, and font size, use the il cursor.

You can also access font settings from the Settings dropdown menu.

To align the text to the left edge, right edge, or center of the box, use the
cursor.

For example, you might create a static text item of the word “Date.” To move the box, click on it and
move it when the 4-direction cursor appears. To expand or contract the box, click on it and drag an
edge or a handle until the desired size/shape is achieved.

7. Select the “Edit Box” (or “Field Text”) cursor labeled and drag to open the desired field.
Double-click on the box you have opened. The Properties screen will appear. Scroll down the list

and highlight the field type (listed in the “Type” drop-down list) that you want on the cover page.
There is no need to use the “Title” field. Click OK.

You will not type anything in the Edit Box that appears on the screen. However, be sure to make the

Edit Box large enough for the font size you have chosen. If the box is too small for the font size, the
text will be cut off.

To follow our example, you would select “Date” to insert a date field next to the “Date” label you have
previously placed on the page.

W=

File Edit Insert ‘“iew Settings
T < |5 | 2(0] AT 8| [rotines]

Ohject Type: Field Text

Title:
Tywpe:
User Mame LI
Destination Phone Number -

Destination Fax Mumber

Cormrment [—
Tl
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You might want the automated field value to be placed on a line or in a rectangle. If so, you could
use the line cursor to put a line beneath the edit box or use the rectangle cursor to place a rectangle
around the edit box. You can place lines, rectangles, and ellipses on the page for any purpose.
Rectangles and ellipses can have a solid fill or a shading (called “hilight”). These graphic functions
are described in the table below.

Shape Cursors:

Nolol=(a|
A[B[C|DJE

A. Line B. Rectangle C. Ellipse D. Hilight shape E. Fill shape
Use to draw Use to draw Use to draw Not supported. When selected,
rectangles. ellipses. any rectangle or

ellipse made will
have a black fill.

To set the line width for lines, rectangles, and ellipses, use the drop-down box at the far-right of the
Template Editor’s tool bar. (You need to have the screen open widely enough to see its entirety.)

&' Template Editor - [new.cpg] | 100%

File Edit Insert ‘iew Settings

0| 3| o ||| =]

== ~|aole|l=|m| 2|2 A

= 8| [zptiine =
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8. To add a graphic file to the cover page template, click on the Image icon. _

Then browse to the directory that contains the desired graphic file. Files of type bmp and tif can be
inserted into cover pages.

Insert graphics files into your cover page template as needed.

9. Save the file to the Cover Pages directory in your operating system. The .cpg file must be saved in
this location in order for it to be accessible to the FaxFinder client software. When saved to this
location, the file name of the customized cover page template you have created will appear in the
“Cover Page Style” drop-down list on the FaxFinder Send Fax screen.

10. We advise previewing and printing your custom cover page template using the Multi-Tech Tiff Viewer
program rather than the Template Editor program.

The illustration below shows how the fields specified in the Template Editor program will be filled out
when the template is used at the FaxFinder Client Send Fax screen. The Object Types (from the
Properties screen that appears when you double-click on an Edit Box) for common field types are
specified.

E Multi-Tech Tiff Yiewer - C:\WIHNNT\Profilez\pmb_000%Application Data\FaxFinder Client 5oftwarelTiffs\Temp_tif
File Edit “iew Toolz MWindow Help E' Template Editor - [new._cpg] | 1002

ZE&BNEED S O® 0| § e
i C:AWIHHT AProflesiypmb_ 000VApphcation Data

Insert  Wiew Settings

:I_—| “Just the Fox, Moom” Tock Webb
Fropn: FRoger Sherman

G f@w ' pustihe Fow, Moot JeckWebb |

Rocky Mcuntain Construction, Ir

PHOME: 57-725-2118 FAa%: BV0-7B5-5993
————————— Al 1, - 1
To: Mat Harrelzon CF Harelson Shingle Co. [\ PHOME: Q. Tioe is Froa Frane FAK Ol. Tioe is Foa Fax Nirber

5" ; Fareciil [ iect Tyoe is o [ Owieet Twoe iz
AT BIT Cimson Crest CITy  Farzaniile T | D@m Deys'?ﬁnaﬁgn Name 'OF S |70 Pestination Company Mame
LTATEMRROY: 5 TIP:  AJA0a e ’ ’ eintnlpial ] ] ]
:AT::bb_,'. Type is Address ity | D&y Type is City |
e Anck 20 sMme wsves nale Foh "¢ Z0e e e - —— ==t -
: ‘ (STATE/PROW: j OB Type Is STATE |:ZIF': Ok, Tupe is ZiF Code
COMYEH LR, Sl

[ =7 . . N i
DOoar s, Swanlss: re: :| Qb Tipe ls Subject iDate: i[Ofy. Tiwe is Date
WKL e meszivg e exnz 2p - 91 st the acsthetcs Ll
ot o e GUS P develaprmenl  WEe g kelo
ZamTitnants iding on tha soocar ook and “ael. 1 noe:
Letrnd wee | ity thee conznt rers zrvirenreens. trosl be
colerer eiltin il e s pent o the ceeelperent o
5-ocher.

Ohject Type is Comment
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Modifying Existing Cover Page Templates

Note: While all five stock cover page styles can be readily customized, the styles
“PlainComplete” and “PlainShort” are especially well suited to customization. In most
cases, one can start with these files and simply add one’s own company name in text or

insert one’s graphical company logo.
1. Open the Cover Page Generator program. Go to Start | Programs | FaxFinder Client Software |

Cover Page Generator. You can also open the Cover Page Generator program from the FaxFinder
Fax Client Software program by opening the Edit menu and selecting “Edit Cover Page Template.”

‘% FaxFinder Faz Client Software =]
File Address Book  Help
Add Fax Server
De 2.dd Contact ax Ports I Fax Log | Address Book |
Edit Cover Page Template | Status | Fecipient |
e idle
Fa Finder at 192.168.3.30 idle

2. In the File menu, select “Open.” Browse to the directory into which the FaxFinder client software has

been installed. Typically, this will be C:\Program Files \ Multi-Tech Systems \ FaxFinder Client
Software \ Cover Pages. Select a cover page template from the list.

For our example, we will use the cover page template file FaxComplete.cpg.

3. In the File menu, select “Save As” and rename the file, saving it in the ‘Application Data’ directory for
the FaxFinder client software (this is a default directory). The default directory will vary for different
Windows operating systems. (For Windows 2000, this will be C:\Winnt \ Profiles \ <username>\
Application Data\ FaxFinder Client Software \ Cover Pages. For Windows XP, this will be
C:\Documents and Settings\<username>\Application Data\Fax Finder Client\Cover Pages.)

In all cases, however, the new cover page template must be saved in the default location in order for
the FaxFinder Send Fax screen to detect it and make it available for use.
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For our example, we will rename the file rmc1.cpg, for the purposes of our fictitious company, Rocky
Mountain Construction, Inc.

:—i' Template Editor - [new_cpg] | 1003
File Edit Inzert “iew Settings

D[c|@lE] of glam| == -] \o|o|=a]| 2|2] Al

______________

¢ :'E:-:-} File Save |
. : Savein: | CoverPages ~| & e |

S BoldComplete?. cpg
phi E] FaxComplete.cpy
------------ LnngCDmment.cpg

® i F'IainCnmpIete.cpg

F'IainShl:lrt.n::pg

|Eh:n|dC|:|mpIete.|:pg

File name: |rmn::'| Save
Save az hupe: II:-:uver Fage [*.cpg) j Cancel

4. You can use the Tab key to skip from field to field in the template. Note, however, that any values

added to template fields will be overwritten by values specified in the Address Book (in “New Contact”

screens launched from Edit | Add Contact in the FaxFinder Fax Client Software program).
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5. Add company logo at top of cover page.
For our example, we will add the graphic file “ff-rocky-mtn-logo1.bmp” to the cover page.

In the Insert menu of the Template Editor, select “Image.”

T='! " Template Editor - [C:ADocuments and 5ettings\pmbZApplic
File Edit | lhzert Wiew  Settings

L B EE IS
R Static Text
E F Lire
E a Hectangle
"""" Ellipse
L . H_ilite | |
::‘____FI.|IEd Object — :-_* ; __ ’. |
] |

Browse to the location of the graphics file to be used. Click Open.

Move the * cursor to the desired location of the graphic. Then click and drag to size the graphic.
Click and drag on the cursor dots on the periphery of the image to resize it and set its
vertical/horizontal aspect ratio.

:—f;' Template Editor - [new.cpg] | 100

File Edit Insert “iew Sethings

0|2 3| | @abl|m] =

Logo graphic
added here ===
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6. Add company slogan to bottom of template.

For the purposes of our fictitious company, Rocky Mountain Construction, Inc., we will use the slogan
“Building on New Horizons.”

Select the “Static Text” cursor labeled [N ] and drag
to open a text box at the bottom of the template page.

Enter the slogan.

&' Template Editor - [new.cpg] | 100%

File Edit Insert “iew Sethings

D||Q|E] o w@lanm| — |

Slogan added he
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7. In the File menu, select “Save As” and overwrite the file using the same filename used in step 3,
saving it in the ‘Application Data’ directory for the FaxFinder client software. (For Windows
NT4/2000, this will be C:\Winnt \ Profiles \ <username>\ Application Data\ FaxFinder Client Software

\ Cover Pages. For Windows XP, this will be C:\Documents and Settings\<username>\Application
Data\Fax Finder Client\Cover Pages.)

For our example, we will overwrite the file using the file name rme1.cpg, which befits the purposes of
our fictitious company, Rocky Mountain Construction, Inc.

8. To use your customized template when sending a fax, you must click “Use Cover Page” in the

FaxFinder Send Fax screen. Then scroll through the “Cover Page Style” list to find the file name of
the custom template you have created. In our example, it is rme1.

®® FaxFinder Send Fax

— Recipients — Documents:
Matmne Fax MNumber Document
Lowvell Camphbell T17-5854

miurkie-pond o tif

— Scheduls
+| - | Address Book.. |

ISend : Immediately

~CoverPage ——emwanasmAm AR R AR A aaa

=
am
ak
............

= a.

»

:17 Use Cover F‘age:‘. -.(_Z_nfer Fage Style:  |rmet

.
=] ;
.“‘.-l-. Lerr

Subject: I murkie pond layout

Cover Page Motes:

Loweell:

See if this map inspires any ideas for images for the upcoming promo meetings .
Thanks.

Roger

Send Fax Prewview: Fax Cancel
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9. When the fax is sent, the ‘automated’ fields on the cover page template will be filled in with
information from the Address Book (if the recipient is listed there). Click on “Preview Fax” in the
FaxFinder Send Fax screen to examine the fax with cover page.

EHulti—Tech Tiff Yiewer - C:A\WINNT \Profilez\pmb. 000%Application D ata\FaxFin
File Edit “iew Toolz ‘wWindow Help

&R nEED 2L 0 @b HalsaBq
i C:\WINNT \Profiles\pmb. 000VApplication Data\FaxFinder Client 5Software\Tif

Fdx i

L Lovn | Zarpted
rters Tz [t H rars
. [TEN] LEFER] [N}
1

LTI P LT TR T TR T T T TT Y Fa LR RT PR T
Sthw Ko G s bpur

L Lmiargx Crx: dan 27, D

Lood:

St PIFR raon Dl v arp b el ruget ik
LpzaTing ans reell e

Turds

L1

"Building on New Horizons"™
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Cover Page Generator Menu/Icon Command Descriptions

File Menu

:—f Template Editor - [new_cpag] | 100

File Edit Inzertt “iew Settings

% MHew Chrl+H abl|[N]
Open Chrl+01 !l_l_l =

Save Chl+5
Save bz .

Print Chrl+F
E wit

FaxFinder Cover Page Generator Software Menu Command Definitions (cont’d)
Command Name Icon | Shortcut | Description

File Menu commands

New QI ctri+ N | Creates new cover page template file.

Open e ctrl + 0 | Opens an existing cover page template file for

|_I|'_i'r viewing or editing.

Save | E| ctrl+S | Saves cover page cpg file at current path.

Save As - - Saves cover page cpg file at new path that user
specifies.

Print %l ctrl + P | Prints the current cover page template.

Exit | ET'D’l - Closes current cover page template file and closes
program. User is prompted to save.
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Edit Menu

The Undo command (also accessible using the keyboard shortcut Ctrl + 3| The undo
Z). button.

Undo reverses the effect of the last command.

E' Template Editor - [C-\Docun

File | Edit Inzert “iew Seftings

Sylsems ﬂml

Insert Menu

E’ Template Editor - [C:\Documents and Settings
File Edit | Insert “iew Settings
M= Irrnage ah|||E|| Elgl%l |1 pt line "'I
Fleld TE:’:t .... ................. =
_ ‘1 pt line
Static Text 2 pt line
Line 3 pt line
Fectangle 4 pt line
Ellipse L pt line
Hilite: 7 ptline
Fillzd Dbject 10 pt line
15 pt line
20 pt line
30 pt line

FaxFinder Cover Page Generator Software Menu Command Definitions (cont’d)
Command Name Icon | Description

Insert menu commands

Image

Use to insert a bmp or tif image into the cover page template.

|
Field Text I_hll Use to insert an automated field into the cover page template. The
or a values inserted into automated fields come from FaxFinder Address
Edit Box Book, FaxFinder Send Fax screen, from client user’s PC, and from

the remote fax sender. When you create a new Edit Box, you must
select it and double-click on it to make the Item ID screen appear. It
is in the Item ID screen that you specify which type of information will
be placed in this position on the fax cover page. Use icons to align
text to left, center, or right. Use “Font” icon or command in Settings
menu to alter font, font size, and font style.
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FaxFinder Cover Page Generator Software Menu Command Definitions (cont’d)
Command Name Icon @ Description
Insert menu commands
Static Text IEI Use to insert text objects needed in the cover page template. These
uses include labels for automated fields (TO, FROM, DATE, etc.) and
plain text like a company name or slogan. Use icons to align text to
left, center, or right. Use “Font” icon or command in Settings menu
to alter font, font size, and font style.

Line LI Use to insert line objects into the cover page template. Use Line Size

drop-down menu at far right of screen to select width of lines.

Rectangle | Dl Use to insert box objects into the cover page template. Use Line Size

drop-down menu at far right of screen to select width of lines.

Ellipse Use to insert circles or elliptical objects into the cover page template.

|_|c:’ Use Line Size drop-down menu at far right of screen to select width of
lines.

Hilite - Not supported.

Filled Object | | When selected, rectangles and ellipses created will have black fill.

deleting objects - Use the keyboard Delete key to delete a selected object.

Line Size dropdown Use to select line widths for line objects, rectangle objects, and

menu ellipse objects.

This icon is located at the far right on the screen. You may need to
open the program to “Full Screen” view to see this drop-down menu.
View Menu
&' Template Editor - [Untitled Cover Page] |
File Edit Insert | Wiew  Settings
Dlﬁlgll}:’ Zaar In MUK +
Zoom Out MM -
Fit to wWidth
Fit to Windo
v Toolbar
FaxFinder Cover Page Generator Software Menu Command Definitions (cont’d)
Command Name \ Icon Description
View Menu commands

Zoom In EI Use to view a smaller area of the cover page
template file in greater magnification.

Zoom Out | o) | Use to view a larger area of the cover page
template file in a lesser magnification.

Fit to Width - Use to get magnification of file such that its
horizontal dimension fits proportionally into the
window.

Fit in Window - Use to get magnification of file such that the
entire cover page template fits proportionally into
the window.

Toolbar - Use to show or hide toolbar of command icons.
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Settings Menu

:—;I Template Editor

File Edit Inzert “iew | Settings

STE I

FaxFinder Cover Page Generator Software Menu Command Definitions (cont’d)
Command Name Icon Description
Settings Menu commands

Font iI Brings up Font dialog box in which font, font size, and font style can
be set.
Grid |_| Use to turn grid on and off. If grid is off, objects can be positioned in
o cover page in a continuous fashion. If grid is on, objects can only be
positioned at discrete grid coordinates.

Reporting Failed Faxes to the Administrator

Occasionally clients will receive email messages from the FaxFinder that pertain to faxes that have failed
partially or entirely. That is, some or all of the intended pages of the fax may arrive in a form that cannot
be read. Here is the sequence of events you may encounter and the proper response.

1. The client user receives an email message from the FaxFinder about a partially or wholly failed fax sent
to him/her.

2. Advise the sender of the fax to re-send all or part of the fax.

3. If the fax was only partially a failure, then TIFF/PDF files for the successful pages will be attached. If
any pages of the fax failed, then an additional file will be attached to the email message. It will have a
name like modemOmodem1_date-time.txt. This is the modem log file.

4. The modem log file contains information about the “conversation” between the sending modem and the
FaxFinder’s receiving modem. This information may be valuable to the FaxFinder administrator in
protecting the fax system and preventing future errors.

5. The client user should forward the modem log file to the FaxFinder administrator in an email message.
The FaxFinder administrator’'s email address should be viewable in any fax you have received via the
FaxFinder.
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