MESSAGEVISION

Enterprise Solutions

DirectFax
User Guide



Using DirectFax

Table of Contents

TABLE OF CONTENTS ..ottt nessnnns -1-
INSTALLING THE DIRECTFAX PRINTER DRIVER ..o -2-

LAUNCHING DIRECTFAX .ottt snesssse s -6-

FFROM THE DESKTOP ......cueuetetetresestessesesssssesesssssssesssssessssssssssssssssssssssssssssssssssssssssnsssssssssssssssssssssssssssssssssssssssssesssssssasas -6-
FFROM THE APPLICATION co. v tetttetetsestststsesesssssssesssssesesssssssesssssssesssssssssssssssessssssssssssssssssssssnsssssssssnsssssssssssssnsssssssnsssas -7-

USING DIRECT FAX ettt bbb bbb

TO SEND A SINGLE FAX w.euctiuireessessessessssssssssssessessesssssssssssssssssssssssssesssssssssssssssssssasssssesssssssssssssssansassassassessesssssssansas
New Recipient .........cccccvuene.
Inthe phonelist.....................

TO SEND MULTIPLE FAXES........
Create a phonebook..............

SCHEDULING A FAX....evveerrerrennes

OTHER FUNCTIONALITY ...cccuuuee
Composetab........ccccreerreenes
Recipient tab

Page - 1/20



Using DirectFax

This document provides a step-by-step procedure to using the DirectFax printer driver.

Installing the DirectFax printer driver
NOTE: DirectFax only works with the Windows™ operating system.

1. Verify no previous version of DirectFax is on your personal computer. To do
so, perform the following:

a. Select Start Menues Settingses Control Panel.

b. Open Add/Remove Programs and look for DirectFax. If you do not
see it, the printer utility has not been installed. Proceed to 2 below.

c. Select DirectFax and Change/Remove. This will open the
uninstaller. If you get a message that some files are used for other
applications, select "Yes to all."
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Using DirectFax

d. After the Uninstaller is complete, select Start Menu.es Settings.es
Printers. Select the DirectFax printer and delete it.

% Printers and Fastes - [ -
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| Qe - ) - (5| PDseart oo [ [ 020 X W) [
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Status: Feady Documents: 0

2. After verifying there is no previous version of DirectFax, log on the Internet

and set your browser’'s URL to http://villagefax.net/downloads/
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Using DirectFax

3. Determine your computer’s operating system (e.g., Windows95/98, etc.) and
select the matching Download. Read the installation instructions and select
the appropriate Direct Fax Print Utility link.

e K _ i .‘ =191
| Bl Bk dew Fmwors [ock Heb | &
g : . I = B | e
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Downloading and Installing Direct Fax Print Utility
To mstall the latest version of Divect Fax Print Usilicy, follow these steps:
The installation poogram wil create new falders on your Hard Dirive to be wed by the Diect Fax FPrieg Thility and to hold the generated TIFE image Bes.
Hote: The Dawect Fax Frint Tality and the Fax Sernce Tility 4 may net co-east on the same computer, Thus, of the Fas Service Thality 4 15 curently resident
it st e unnstalled.
1. The mstallation will ke performed n bero phases:
o The Dhrect Fax Print Utility oall be downdeaded and saved on your hard disk.
& Then the InatallSkeeld applicabien will gaide the download and mstallation of Divect Fax Proit Tkky
2 Tlang wour mbermet browser appbeation (such as Internet Explorer or Metscape Havigatos), select one of the [ollowmng softweare download nstallation
Briks For your eperakng system:
o Dhirect Fao: Prent Uty for Windows 95080
o Dirsct Faor Preat Utitey for Windowes MTR0GNEE
3. Onee you hane selected pour operating syetemn, click the linke Yo will weant to choose either "Bun thes prograsn from 22 cuerent locaton® or “Save thes
program to disk”
A Iyouwezh to run the installer oronediately, it is better to cheose "Run this program fom its curent location”. Thas will give a Save screen, whers you
can select the destinaton foldes For the sofbware mstaller
5 Once dowmloaded, you need te go to that file and epen the exc file. This wall start the installing process for the Direct Fax Print Thlity. 2
When reinstalling tle Divect Fax Print Utility von raust fvse animseall e onyent version,
Uninstalling Direct Fax Print Utility
TUnmstalling Threct Fax Prant Tality is done by the follovang procedue: -

4. Select Save when asked what to do about the download. It is recommended
to save on the Desktop.

st Fasing - Downloads - Microsolt Tnternet Exphorer 5 -
| Ble Ede yew Favoites Jook peb | >
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Downloading and Installing Direct Fax Print Utility

To install the larest version of Drivect Fax Print Urility, follow these steps:
Fi=bowntosd x
The irsrallation progeam wil coeate new falder: = te hald the genesated TIFF image ez
0 Some fles o barm pour computen. F e Bl fomation ek
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. this e,
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1. The installaton will be perfommed i tao Filetypec  Applcation
& The Dreect Faor Print Utility wnill b Frore villgefanet:

& Then the InstallSheeld application
2 Tlang your mbernet browser appheation
Enks for your operatng system:
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cam salect the destination Ealder For the sofbware mstaller
5. Once downloaded, you need to go to that Gle and open the . ece file. Ths wnll start the nstalling process for the Direct Fa Print Thalits.

When veinstalling fhe Divect Fax Print Utility von oust fwst unimstall the cmzent version.

Uninstalling Direct Fax Print Utility

Tnmstalling Tirect Fax Print Utality is done by the following procedure:

I«
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Using DirectFax

5. After the download is complete, find the executable and double-click on it.
This will start the installation program.
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6. Continue to click Next. When the installation is complete, restart your
machine.
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Launching DirectFax

There are two ways to access the DirectFax printer utility:

From the desktop.

fd
DirectFax

1. Find the Directfax icon on your Desktop.
DirectFax printer utility will launch.

Using DirectFax

Double-click on it. The

/7 DirectFay 110,002 =10 =]
Liegine ko Fase Service =]
Lser Marn: [fasooon oe_|
Pacmwond Cancel I
Prelererces Remawe I
T [
M e
D a Covem Page:
! zl =
|=
|
|
Cancd |

2. Enter your login name (i.e., faxiti######) and password and press OK. Proceed

to the section, Using DirectFax
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Using DirectFax

From the application.
1. From an application such as Microsoft Word™, select File  Print.

2. Under Printer/Name menu, select DirectFax and press OK.
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: :11“: Zcale ko poper sz [ Sealng =
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= docurnents = Untbyouhavecompleted the ttorial -we-sugge sty owuse-thepame-af=y calleague-as-

thesrecipient - However, you-should-alzo-send-the-documents to o faenumber so youc ane
exammetheresults of sacheillustration, = Upenscommplsting-the satarial -wou-willshlbhavs plentye
afFeeTrHalfas pagespoucasend o your-col lEagues

|

L T T - ~

Fags L Sec | 7 i Il ool REC TRe Exr oove  IDOF
3. The DirectFax printer utility will launch. Enter your login name (i.e., faxit#######)
and password and press OK. Proceed to the section, Using DirectFax

NOTE: When launching DirectFax from an application, an attachment of the currently
opened application (e.g., Microsoft Word™) will be already inserted in the
Attachments field.
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Using DirectFax

Using DirectFax

A successfully launched DirectFax looks like the following:

& DirectFai 1100002

=l0] x|
Compesc | Reciplents |

~Ta

Remove | HomFiscpend]
Compose:
Subject: |
Meszage: 1=
=
Dy Option: Coovent Page: A efeiencs Info
IP‘l'miy ﬂ |Fa.1 Ciowmipage ;l |
Altachments
Agd Docunet
Femove Dooument

Schedde [I | Fretmerces: | Cancel |

The Compose tab is used to determine the recipients, create a cover page (if desired),
attach any documents (if desired), send the fax or schedule it for later delivery.

NOTE: Your computer must be on-line to send a fax using DirectFax.

The Recipient tab is used to manage (i.e., create, remove) your phone lists.

& DirectFax 1,10,002 g ]
Compose Rl:l'.ipil:mal
—Ta
A s Nwﬁmml
Phore Books
- e00g
& ALL
@ TEST_Prors Lat
+-Wark
+ - bast
How Fhonsoook | Distete Frenebonk:
—Saach
Find | Seaich & Al'wods A werds
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Using DirectFax

To send a single fax

1. To send a quick fax to a single individual using DirectFax, there are two
methods depending if your customer and their fax number is new to you or in
your phonebooks.

New Recipient
If the customer is new (i.e., not in your phonebooks), perform the following:

a) On the Compose tab, select New Recipient.

b) Enter the necessary information, especially the fax number. Press OK when
finished.

& DirectFar 110002

x|
oF, I~
Careel
B
E
Doy Option: Covee Fage: Refeience Info
IP‘lioti;l.l ﬂ |Fa.1 Cowmipage ;I |
Attachmenta

Akd Document

FRemaove D ooument
Prielit i I Cancel |

c) At the Dialogue box, either select a phone list to store the number (and press
OK) for future use or press OK to use the fax number once.
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Using DirectFax

& DirectFar 1100002 =101x]
isog L
Aidd resy destination fo phons bock: K.
|an j Cancel
| Remave I Hew P
Compose:
Subject: |
Meszage: 1=
=
Dy Option: Coovent Page: A efeiencs Info
IP‘l'miy ﬂ |Fa.1 Ciowmipage ;l |
Attachmenty
Agd Docunet
Remowe Document:
Pratmeca: | Cancel_|

d) The recipient information will populate the To: field on the Compose page.

& DireckFan 1.10U00E =100 x|
Composc |Han|p|amg|
T
- Tane Do, 3T Corp, EEEREEEEER
Removs I HNew R
Compose
Subjecl: |Hm= it o documment
Measage: [ o =
Here e the quobes wou were looking for. Cal me il pou have oy questions.
Sincensly,
Hobn Doa
et Imduziries
D ey Option: Covent Page: Refeience [nfo
IP‘l'mi;l.l ﬂ |Fau| Covepage ;l |
A D ocunent
Feamove Dooument
Schedde [0 Fretmercas | Cancel |

In the phonelist

If your customer is already in DirectFax phonelist, perform the following:

a) Select the Recipients tab.
b) Under Phone books, find the phone list where your customer is located. Select

the “+” to expand the phonebook to show individual customers.
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Using DirectFax

H &/ DirectFas 1.140.002
Compose Hecipients I

rTo

=T

Jobry Srrvlh, MND Gty S eetit

- Phors Boxks:

]
+-ALL
# TEST_Phaee Litt
- Wwork
=1 555 phorwkst
Johe Srith, IO Coip, S9EE0559E5

Hew Phonebock: |

Dislete Phoreboaks |

~Search

Findt |

EMI:hI

Al

Aoy Words

c) Select the customer and press Add. The customer’s
To text box.

d) Select the Compose page to continue.

2.

information will populate the

If you wish to include a cover page (which is the default), enter the

information the Subject and Message text boxes in the Compose section of
the Compose tab (as illustrated). Otherwise, select No Coverpage under the
Cover Page menu (located below the Message text box).

If you need to track the fax for any purpose (e.g.,

accounting, job, etc.) enter

the necessary tracking information in the Reference Info text box. That

information will be printed on the monthly bill

document, and select Open to attach the desired

Lock i (54 Deskiog = & EcE

To add any attachments to the fax, select Add Document. Find, select the

document.

fed
' E

Diesklop

[+

[Foermrint et

| 1 Fies
[~ Opan a: jasdonl

'
My Mootk
Plaoas

==
_Gocd |{
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5. Verify the information is correct:

Using DirectFax

& DirechFar 1100002 - =100 x|
Compose |Hs::lpLanta|
~Ta
Jane Dos, A8C Coip, 555535585
Femons | Mew Facen|
Compase
Sibel |H5mt i e docurment
Mezsege: [ e, =]
Here ae the quobes wou wete looking for. Call me il pou have any questions.
Sincerchy,
Hikn Doe
[ Irvchusiries
=
i RefeienceInie:
Fictity - |Fm| Coveipege j |
WA et - Mobepad A [ ocunent
Femoe Documant
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Using DirectFax

6. If the information is correct, select Send. DirectFax will close after you press
enter and a message will arrive in your e-mail client shortly after the fax has
been successfully processed by MessageVision.

BET: =10 x|

& DirectFamx 1.100002
Compose | Feciplents |

T
" Tane Dioe, AT Corp, SEERT0E0
Remova | HewFiacipen]
Compose:
Sibeel: |Hue'&lh.‘m.rmi
Mazzage: a
b i L1BOGANET =l
H. Huz ing fa
B Fax submitted successfully B
.
Hobn Doe
[ Irechaztries
=
Doy Option: Covent Fage: Aefeiencs [nfo
IF‘liai:l.l ﬂ |Fa.1 Cowmipage .;I |
Attachments
WAL - Nitepad Ak [ ocument
Femove Dooument
Fralmencas I Cancel I

If you wish to schedule the fax to sending at a future time, review the section, Scheduling
afax
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To send multiple faxes

Using DirectFax

To send a fax to more than one person, you must first create a phonebook using the

following procedure:

Create a phonebook
1. Select the Recipient tab.

& DirectFax 1,10,002 n _ﬂ
Compose R:dpicnﬁal
~Ta
il
Phore Books
it
& ALL
& TEST_Proovw Lat
+ - Wik
- bt
N Fhonebook |
— Sasch
it | Seaich F Mlwods T fnywords

2. Select New Phonebook. Enter the name of the new phonebook and press OK.

| & DirectFax 1,10.002
e Phonciiosic x|
]
M ol Wew Phonsbock: Ok
! _Comel|
A
Phore Books:
- B
& ALL
- TEST_Proew Lat
+ - Wik
! + - hazk
f Hew Fhonsbock |
|| —Sesch
|
|
Fiet | Seaich & Alwods © Ary Werds
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Using DirectFax

3. To add customers in the new phonebook, select New Recipient.

& DirectFar 110002

b =10
Recipient Infarmation

Aodeze 2 Doatad; | =]
Bddress D |
St 4

]

Defaiy Option: Covvel Page: Refeience Info
IP‘lioti;l.l ﬂ |Fa.1 Cowepage ;I |
Aid Document
FRemoe [ ooument
Fratmenci: I Cancel I

4. Enter the customer’s information in the appropriate fields in the Background
Information and press OK when finished.

Recpientfnformation E
‘ Firs M [Jehn Prorer Mursher | oF. |
| LastHame [Sran Fs B [555555 555 Carcal
| Osgerizatiore [MHD Lo Gratal: |
‘ Emal Addiess: | Dataz |
| Bedreaz 1 | Dt |

Attdres 2 | Cuanat: |

Addess 2 | Dt |

Bddkes 4 |

5. At the Dialog box, select the new phonebook from the menu and press OK.

- —

& DireckFas 1, 10,002

’_ x|

i e chsdination Lo phone book. oK

Hore =] | ceel |

T
& ALL

- TEST_Phores Lt
+ Wik

+- bk

- 555 phorelist

Mo Phonsbook | Diskate Pronsbock

() I Seaich # Mleferds T g Wioids
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6. Verify the new entry is in the new phonebook.

& DirectFas 1.10.002

Compose Fl!:lpiulal
rTo

Jobes Sereth, MM Cosp, DRARRNENG

Using DirectFax

=10l =

]
+-ALL
#- TEST_Phare Lit
- ok
= T phorelist
Jokn Smith, MMO Corp, 5955553955

Hew Pheneback: |

Dislste Pharmhoak |

~Search

Findt |

Eual:.hl

B Alwords Ay ok

7. Following steps 3 through 6 from above to add more customers in the new
phonebook. Once complete, select the new phonebook and select Add. This will

populate the To field with the new phonebook.

_[of x|
Compoge Recpicnis
~Tu
TEST123
. T R | Fomavs | HewAscmen|
~Fhora Bokis
F- Endl :.I
B ALL
- TEST_Phone List
& ok
B bt
= TEST1ES
‘- John Cios, ¥Z LLL, SEEE555555 -
Hew Fhanehock: | Dt Phovesbeck
S
Fi'ld:' Search & alwods © Amy Woids

Page - 16/20



Using DirectFax

8. Select the Compose tab. The new phonebook will appear in the To field.

P SRR T —
ol
Compose |Recipients|
—Ta
TEST123
Remove Mew Hecipientl
— Compose I
Subject:
Message: d
-
Delivery Option: Cover Page: Reference Info:
Pricrity LI IFax Coverpage j I
— Attachmert
Add Documnent |
Remove Documentl
Scheduls: BNADr 6 12:02PM j‘ Preferencesl Cancel I

9. Enter any cover pages or attaches as in steps 2 through 4 under To Send A
Single Fax.

10. After reviewing your fax, select Send to start the fax immediately. The service will
send to all fax numbers within the phonebook. If you wish to schedule the
broadcast to start at a future time, review the section, Scheduling a fax

If you wish to remove either a phonebook or an individual entry from a list, see the
Remove entry under the section, Recipient tab.

Scheduling a fax
If you wish to schedule the fax to go at another time, perform the following:

1. Mark the Schedule box.

Schedule: [I¥ Apr B 113PM =

2. Select the month or day or time fields and either enter or scroll to the date/time
you wish the fax to be sent.

3. Select Send. The fax will be scheduled to start to send at that time and date.
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Using DirectFax

Other functionality
To enhance your fax broadcast(s), DirectFax has the following options:

Compose tab

& DireetFar 110002 =10 x|
Compose | Reciplents |

Ta
Remove | HewFiscend]
Compose
Subgect: |
Meszage: =]
=l
[ ety Option: Covent Page: A eferences Info
IP‘l'miu ﬂ |Fau| Covespage ;l |
Akl Documest
Femove Dooument
Schedde I | Fretmercas: | Cancel |

? Delivery Option

There are two delivery options: Priority and Express. Unless directed by
MessageVision, do not change this setting.
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? Preferences

Selecting Preferences opens the Preferences box:

Ak for my password:

Using DirectFax

T Newver
~
Every day Pl |
£ After four hours
% Ewary time
— Output
¥ Save TIFF files in mp Fases Folder
™ Rename my TIFF files

Far Service URL: |www.villagefa>:.net

Ask for my password configures how often DirectFax launches the dialogue

box when using the printer utility.

Output determines how copies of outgoing faxes (in TIFF format) are handled.
The default is Save TIFF files in my Faxes Folder and should be left alone unless

otherwise directed by MessageVision.

Fax Service URL shows the website address to the service. Do not change the

address.
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Using DirectFax

Recipient tab

& DirectFas 1,10.002 L =10 )
Compose Recipients
~Ta
fud] R ] Hew Recpinl
Phore Dooks
+ - BO0g
T ALL
#- TEST_Pror Lat
+-Wak
+ - bast
Blirs Phonetook: Diaeti: Proonahook,
Sasch
Firrd Search | % Alafords T g Wods

? Remove

To delete an individual's entry from either the To field, select the individual's
entry and then select Remove. Use this functionality to remove them from a
phonebook as well.

To remove an individual from a phone, perform the following:

1. Open the phonebook by selecting the “+” in front of the phonebook’s
name.

Select the entry to be deleted.
3. Select Add to place the entry in the To field.

Select the entry and select Remove. This will remove the entry from all
phonebooks.

? Delete Phonebook

To remove a phonebook and its contents from your account, select the
phonebook and select Delete Phonebook.

? Search

The Search feature allows you to find specified text within the phonebooks. To
use, simply enter the text in the Find text box and select Search. DirectFax will
search all phonebooks in your account containing the text.
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