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Broadcast Faxing via Browser

This document provides a step-by-step procedure to submitting a broadcast to a list of
recipients.

Log on
1. To access the VillageFax.com's Internet Fax Service Home Page, set the
browser's URL to http://www.VillageFax.net.

Click Service Entry.

At the logon window, enter the faxit ID (i.e., faxit####) and password. Click
OK.

Enter Network Password B3 |

f? Please type your user name and password,

Site: v, villagefas net
Realm web faxing

User Name I|

Password I

[~ Save this password in your password fist

| oK I Cancel

The DirectFax browser will be displayed:

£ 1 SRl . ComposelF‘honebookl Fax Merge | Record Maint. | Preferences IHeIp
VILL'A(JEEAXNEF General I Delivery | Queue | Reports I Job Controls ] Cover Page

History:
Submitted Scheduled Phonebook Recipient  Ref Hefreshi
Date Date Recipient Count Info Pages History/fQueue .
Queue: Functions:
Schedule : View
Hame Fax Numhber Pages Attempts  Status MM DD HH:MM

FEEE Jueue is Empty *#%*

Madify

Resubmit

Hold

Delata

dagds
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Broadcast Faxing via Browser

The Job Controls and Preferences tabs

Before discussing the details of submitting a broadcast, here is a brief discussion of
three very important pages on the browser:

Delivery

Click on the Delivery tab.
The Delivery page shows how fax jobs are configured to be sent by the service. The
default settings for customers are:

Attempts (If Busy): 2
Retry Intervals (Mins): 10
Delivery Option: Express

Please verify the settings are correct. If not, change the appropriate setting and select
Save Changes.

o T - Compose | Phonebook | FaxMerge | Record Maint. Preferences Hel
VILLAGEFAX NET pese | e | | | e
General | Delivery I Queue I Reports | Job Controls I Cover Page
Attempts (If Busy): (ol ) 2 3
Retry Intervals (Mins): & 10 20 30 120
Delivery Option:  Priority / _.jExpress

TImportant Notes:

1. The default Attempts for this service is | unless the fax number dialed iz busy. If the far numberis
busy the service will make a second attempt. Additional attempis for failures other than “busy" will
nothe made. Selecting additional “husy™ attempts is an option, but will result in additional charges
pet attempt.

2. The default Delivery Option is Express. Increasing this to Priotity may not be possible depending on
the size of the broadcast list. Increasing Priority will result in additional charges per attempt. The
following describes the service levels:

< Prionity - As Per Agreement

< Exptess - As Per Agreement

Save Changes | | Cancel
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Job Controls

Click the Job Controls tab.

The Job Controls page lists the currently active broadcasts as well as those broadcasts
that have been completed. It provides control features for those broadcasts that are still
active. Broadcasts can be stopped (Hold) or removed (Delete) in this tab.

Compose'Phonebookl FaxMerge | Record Maint. I Preferences I Help

General ] Delivery | Queue | Reparts | Joh Contrals I Cover Page
Job Logs: @Previous  Nextmp
i Pl Recipient  Ref
AN gender Job Details
May 07 0l:55PM May 07 01l:54PM  Sender ik X
Queue Functions:
Select Beport Diate/Time Range for Submitted Date

From:

[hey =1[7 =l [z001 =] [#1Day =] & am © pm
To:
|May = [7 = 2007 =] [41Day =] € am © pem

The Previous and Next arrows scrolls to broadcasts currently not in the Job Logs
display.

The Get Current button updates the active broadcasts and shows their most current
statuses, including new broadcasts.

The Job Details button opens a History Details window which displays such details as
who sent the broadcast; its recipient; if there is a cover page associated with the
broadcast; and other information. NOTE: Before clicking the button, please select one of
the displayed broadcasts.

The buttons in the Queue Functions section are considered the most important in

controlling broadcasts. NOTE: before clicking on any of the three functions, select the
specific broadcast first to highlight it.
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The Resubmit button re-queues (resume) the selected broadcast held in the broadcast
gueue. Note that most held broadcasts stay in the queue up to 48 hours before being
deleted by the VillageEDOCS system.

It is considered preferable to resubmit held broadcasts instead of trying to resend them
via e-mail-to-fax or create a new broadcast. Resubmitting held broadcasts resumes from
the last successful broadcast: if the broadcast was to ten recipients and the broadcast
stopped (held) on the sixth recipient, clicking the resubmit button will resume from that
broadcast.

The Hold button stops the selected broadcast for 48 hours.
The Delete option removes the selected broadcast from the system.

The section, Select Report Date/Time..., shows broadcasts within a specific date range.
To use, select the desired date range from the To and From drop down lists and then
click Display. Records of broadcasts are held up to ninety days.

Preferences tab

Click the Preference tab.

The Preferences Page serves to display or change the personal information and
selectable defaults (preferences) available through the service. Passwords can be
changed in this tab.

. et - General Deliver Queue Repors Job Contrals Cover Page
VILLAGEFAX.NET || Detiery | Queue | Reports | dob Contols | d
Compose IPhonehonkI Fax Merge I Record Maint. | Preferences IHeIp

Personal Information

The fellowing personal mformation appears on the coverpage:
Name Joan Smith Phone:|555-555-5655

Company |ABC Corp Fax:  |555-555-5555
Email jnansmith@abooom cor
Cover Page Information
Select Coverpage Select Paper Size:
IFax Coverpage « & Letter © A4

Select Header Strip Fields:

Position 1 |From Organization = Position 2 | From Fax Number =

Fosihon 3 IPage#Uf# ~ Fosihon 4 IDatefTime -
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Broadcast Faxing via Browser

The Preferences page displays personal information, setting, and preference information
for broadcast.

The Personal Information section displays name, company, e-mail address, and main
contact phone number and fax number. After making any changes to the fields, click
Save Changes to save the new information as default.

The Cover Page Information section displays options for a default cover page (if any).
The Select Cover page list allows selection of a cover page to be the default.

Select Paper Size determines the default paper size for all broadcasts.

Select Header Strip Fields determines what will be displayed on the header section of
any broadcast. Please note that while the Position 1 and Position 3 list are customizable;

Position 2 (From Fax Number) and Position 4 (Date/Time) are required.

After making any changes to any of the fields, click Save Changes to save the new
information as default.

Passwords

Passwords can be changed by clicking Change Password. To do so, perform the
following:
1. Atthe dialog box, enter the old password.

il 7} Internet Faxing - Microsoft Internet Explorer o ] 4
i Tao change your password, please enter the following L
! wformation and press "Change Password” |
Cld Pazsword I
I
MNew Password I
Ee-Enter I
| Mew Pazsword
: Change Password | Cancel |
I

2. Enter the new password.
3. Click Change Password.

4. Press OK to save the new password as well.
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Upon clicking Fax Defaults, a dialog box is displayed.

Broadcast Faxing via Browser

Fax Defaults
E-mail User When Fax Sent.

Successful: jdoe@akccomp.com
Retry jdoed@ahccomp.com
Failed: jdoe{@abccorp.com

When Fax Received
E-mail jdoei@akccomp.com
Faz:

When Broadeast Complete. ..

E-mail jdoe@akccomp.com
Faxr

Email Authentication (Email to

Fax)

Emal Authentication Address 1:
idoe@abecorp. com|

Email Authentication Address 2:

Emal Authentication Address 3:

Time Displays

Time Format: Report Times in:

| 24 Howr Clack || (GMT-0800) Pacific Time (US. Canada) x|

Save Defaults | Cancell

The Fax Defaults section displays the e-mail addresses where to send messages when
a fax has been sent successfully; retried; has failed; received by the recipient; and the
broadcast is complete. The e-mail address in the fields is usually the sender’s e-mail

address.

The Email Authentication (Email to Fax) section displays the e-mail address(es) verified
by VillageEDOCS to confirm the account is a legitimate one of the company’s services.
Up to three addresses may be entered in this section. It is extremely important the
addresses be entered correctly. Otherwise, broadcasts will not be sent.

The Time Displays section displays how to display time in the browser’s setting and in

what time zone.
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Broadcast Faxing via Browser

Broadcasting a fax
The steps involved in broadcasting a fax are:

Preparation of documents involved in the broadcast.
Uploading the documents.

Testing.

Broadcasting the documents to the recipients.

Pwn P

1. Preparation

Before sending any broadcasts, make sure all the documents are in the correct file
formats.

Phone lists

A phone list can be created two different ways. The first (and most common) is importing
the list and the second is to create one.

Importing
Importing phone lists into the browser uses an already created list of faxes and uploads
the list into the browser.
1. Verify the phone list file format. It should be in CSV-comma delimited format (*.csv).
If not, save it as a *.csv file. In Microsoft Excel, perform the following:
a. Click File>Save As...
b. Atthe Save as type list, select CSV (Comma delimited) (*.csv).
c. Save the phone list. At the error messages, click Save or OK to bypass them.

2. Open the phone list. Verify the header strip (the first row) is labeled correctly (i.e.,
fax, name, etc.)

3. Save the phone list. At any error messages, click Save or OK to bypass them.
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Broadcast Faxing via Browser

Creating
The browser allows the creation of a new phone list instead of importing it. Perform the

the following:

Click the Phonebook tab.

In the Enter Name of New Phonebook field, enter the name of the new phonelist.
Click Create New. A new, empty phonelist will be in the browser.

Click the Record Maintenance tab.

Select the new phonelist from the Select PhoneBook to Modify list.

o g bk~ w NP

Enter desired information in the fields (e.g., Last Name, etc.) Note: The Facsimile
field must be filled.

7. Click Add to upload address to the phonelist.

Formatting and uploading Cover pages and fax merges

1. Find the keywords placeholders. Enter the keywords in the placeholders. Make sure
the keyword are in either the font Arial or Times New Roman.

2. Create a postscript (*.prn or *.ps) document. A brief process is below:
a. Click File>Print...
b. Click Print to File, then click OK.
c. Select a location to place the postscript file.
d. Enter the name of the file. Click OK.

Attachments
There are no special formats for documents that will be simply broadcasted.
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2. Upload

After verify all the documents are in the correct format, upload each to the browser.

Upload Cover Page/Fax Merge postscript
1. Click the Cover Page or Fax Merge tab.

CnmposelPhonehnnkl Fax Merge | Recaord Maint | Preferences ]Helpl
General I Deliveryl Queus I Reports ] Joh Cantrols | CoverPage
IMPORT
Enter Wew Fax Coverpage Name: W
or
Eeplace Existing Fax Coverpage: |—Nune Selected — j

and

Select Fax Coverpage File To Import: Browse...
Execute
Impart

DELETE
Select Fax Coverpage To Delete: |—Nune Selected — j

2. Enter the name of the postscript page in the IMPORT section in the field, Enter the
new Fax Coverpage (or Fax Merge) Name:

3. Click Browse... to find and select the new postscript document.

Laok s [ 3 Foves = & 2 e

File name: IEoverpage.ps Open I

Files of type:  [HTML [*htm, * himi] =] Cancel |
4

Select the postscript document, then click Open.
Click Execute Import to upload the selected postscript document.

Click OK when the Coverpage (or Fax Merge) Import window states the import was
successful.

7. If the cover page/fax merge is the only document, precede to testing. See Test fax
in the following pages.
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Upload Attachments
Attachments are in a VillageEDOC-supported format.

1. Click the Compose tab.

General I Delivery ] Queue | Reports ] Job Contrals ] CoverPage
Compose ]Phonebook] Fax Merge I Record Maint. ] Preferences ]Help

Checklist | Test Fax Phonebook: Select Cover Page:
— MNone Selected — = — Mone Selected — &
S ?
*Zelect Recipient.

Phonebook Current Delivery Settings Select Fax Merge:
*&elect Document ST : I_Nme Selected — vI
*Zelect Coverpage Ly el s 10

i Service Level: Express10
- Scheduls Fax

Sehedule Fax Dgl?l!ltl!l?lédnt Selected Documents:

*Assign Reference wyattackment.doc IMﬁy 161832 FDT

Number

£ elivery
Options Reference Mo:
v Step Two
*Zend TEST to
Fourself
v Step Three
*Send Broadeast To: Company: |
Fax: | Subject: |

2. Click Upload Document.

3. Click Select Document.
=

Document Selected | Application I Statuz I

Select Documentl [elete I Begin Upload I Cancel I

4. Find the document. Select the document to upload. If there are multiple documents,
use the Shift or Ctrl key to select the additional documents.

Look jn I@ My Documents j @I gl

TE=T0 Coverpage
TE=T0 Coverpage.prn
“Warious T extl Coverpage
Warious T extl Coverpage.prm

" v
File name: |F\Ietnlax dodf Open
Files of type: | j Cancel

Z

5. Click Open.
6. Click OK once the DirectFax window shows the upload is successful.
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DirectFax 1.10.002 x|

ploaded 1 atkachments successfully

Upload Phone lists
Phone lists must be in CSV-comma delimited format.

1. Click the Phone List tab.

General | Delivery | Queue | Repaorts I Job Controls ] CoverPage
Compose PhﬂﬂEhﬂﬂkI FaxMerge I Record Maint I Praferences ]Help

4@Previous  Nextmp

Phone Book Management
Select PhoneBook to Manage:

—Mone Selected — >

Rename H Delete ” Duplicate |

Ad 1o
‘ Replace H Existing H Undo |

Import New PhoneBook
Enter Mame of Mew Phonebook:

‘ Import | ‘ Create New | ‘ Undo

Enter the new phone list's name.

Click Import.

Click Browse. Find the phone list.

Select the list, then click Open.

Click Proceed to upload the phone list.

Match the service phonebook fields with the fields in the Phonebook Import window.

N o g bk w DN
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/3 phonebook Import - Microsoft Internet E ] 4

=

|| Importing data to phonebook: japhonelist.xls

|Y01u‘ Fields |Sel‘vi|:e Phonebook Fields
|Last Name || LastMame

[
|Pirst Marme || First Name |
|Company ||Organizati0n j

[

|Phone ||Te|eph0ne

Fazx Facsimile

| | | | e

|E—majl ||— Mone Selected —j

Back | Froceed | Cancel |
Logged In ds: faxit

]

WARNING: The Your Fields: Fax and the Service Phonebook Fields: Facsimile must be
matched.

8. Click Proceed.
9. Click OK when the Phonebook Import window states it is done.
10. Click the Record Maint. tab.

General | Delivery I Queue | Reparts ] Job Cantrols ] Cover Page
Compose ]Phnnahnnk] FaxMerge | Record Maint IPrefarencas ]Ha\p
@@ Previcus  Nextmp
Select PhoneBook To Modifyr —MNone Selected — =
Last Hame: First Matue
Otganization: Telephone
Facsimile: E-mail
Address Linel Datal
Address Lined Datal;
Address Lined: Date3: Senreh Eanirmber:
I | Search |
Address Lined: Datad:
|

11. In the Select PhoneBook To Modify list, select the desired phone list. The information
within the list will populate the window on the right. These are fax numbers.

12. Select any of the fax numbers. Information should populate the fields on the left (e.g.,
Last Name, First Name, Facsimile, etc.)

13. Verify the Facsimile field is populated.
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3. Test fax

It is strongly advised to generate a test fax from a local fax machine before sending a
broadcast.

1. Click the Compose tab.

2. Confirm attachment and any cover page/fax merge has been uploaded.
3. Click Test Fax.
4

Enter Name (optional), Company (optional), and fax number. For fax number,
use any local machine.

33 Test Fax - Microsolt Internet Explarer

Please enter the following information for your test facc

To Name; ]
Te Company: l—
To Fax [esgezeses,
E-mail Test Fax Results To: |cliar@cliantamail com

Frocead I Cancal I

Note: The e-mail address in the E-mail Test Fax Results To field will be used to send
confirmation messages. It is strongly advised not to change the address.

5. Click Proceed. The program will generate a fax printout for to review. Also,
messages indicating if the fax was successfully transmitted will be sent to via e-
mail.
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4. Broadcast

Broadcast Faxing via Browser

Once Steps 1 through 3 have been completed, the broadcast is quite simple:

1. Select the phone list.

2. Confirm attachment and any cover page/fax merge has been uploaded. If not,
select or uploaded them again.

Enter any reference information in the Reference No: field.

Click Send Fax to submit the broadcast immediately. The following message will
be generated indicating the broadcast has been successful:

3 Compose - Fax Successful - Microsoft Internet Explor

Yow fax has been successfully submitted.
Fax Broadcast Info:

|Frum: |Tu:
|Name |]'031 Arellano |L1st “joelatest"
|Comp any |VﬂlageEdocs |L1st “oelatest"
[Fax [714-734-1042 [List "joclatest"

|
|Nmnber of Recipients |2

|Phonebook Name ljoelatest

|C overpage/FaxMerge |Fax Cowerpage

[Schedule Time [Oct 14 1255 PDT

|Quene Time [Oct 14 12:55 PDT
[

|Attac1|ments included were:

| 1014_23055antaFe.pdf (1 pages)

o

=

However, if want to send the broadcast on a different date and time, see Schedule fax

below.

Schedule fax
1. Click Schedule

Fax.

Ilonth|MowvE =
Hour: (00 =

Submitl Cancel |

/A Fau Scheduler - Microsoft In! ] 4

Minutes:| 00 'l

2. Select the Month, Hour, and Minutes the broadcast is to be sent. Click Submit

when finished.
3. Click Send Fax.
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