oaccessone

2-Way E-Fax Getting Started Guide

The 2-Way E-Fax solution supports both inbound and outbound faxing.

Installation:
Go to http://faxback.accessoneinc.net:84/clientsuite.html to download the FaxOut Client Suite software.

There are two different download options based upon Microsoft’s Office versions. Select and download the Client
Suite for the Microsoft Office version you are currently running.

OFaxBa_ck
WaolP Fax Solutions

HOME

NET SatisFAXtion™

LaunchPad

Client Suite

e 2

User Tools

Admin Taols

Decumentation

Support

The FaxCut Client Suite is a collection of toals that are the most useful to users of NET SatisFAXtion. It provides a
local printer 1o prepare decuments 1o fax, and integrates into Cutlook and Micrason Office applications.

Office Versions

There are two different installers, one for users of Office 2010 through 2016, and one for users of previous Office
versions (Office 2000 throwgh Office 2007). Please download and install the appropriate Client Suite for your version of
Office
The fallowing Office versions are supported:
Client Suite 2010-2016
» Microsoft Office 2010-2016, 32-bit and 64-bit

Client Suite

+ Microsoft Office 2007
» Microsoft Cffice 2003
= Microsoft Office XP

« Microsoft Office 2000

Software Requirements
The FaxOut Client Suite requires the following software components:

» Elvvindows Instalier3 1
+ [¥ Microsoft NET 2 0 Framework

Office 2010-2016

Client Suite 2010-201&

¥ Installation Guide

e

Office 2000-2007

@ Download Client Suite
) Instaliation Guide

) Using the Ciient Suite

Upon launching the downloaded file, you will face a series of prompts. Make sure that Outlook is closed before
continuing with the installation, or, you will be prompted to close it later.

Click Next

Click Next

Download in the following folder,

Cancel to exit the Wise Installation \Wizard,

Destination Falder
C:ANS-Client Suite 2010 Installer D ownload'

The W/fise Installation \wizard will install the files for NS-Client Suite 2010 / 2013 Installer

To install into a different falder, click the Browse button, and select another folder.
“You can chooge not to install N5 -Client Suite 2010/ 2013 Installer Download by clicking

before running this setup program

intemational treaties

Brovse

ﬁ NS-Client Suite 2010 / 2012 Installer Download Setup == X ‘ﬁ NET SatisFAXtion MS-ClientSuite 2010 / 2013 Setup s
Destination Folder 6 Welcome to the NET
Select a folder where the application will be installed. : : Cli =
~ | SatisFAXtion NS-ClientSuite

2010/ 2013 Installation Wizard

Itis stiongly recommended that you exit all Windows programs

Click Cancel to quit the setup program, then close any programs
you have unning. Click Mext to continue the installation.

WARNING: This program is pratected by copright law and

Unauthorized reproduction or distribution of this pragram, or ary
portion of it, may result in severe civil and criminal penalties, and
vill be prosecuted to the maimum extent possible under lav

Cancel |

Cancel
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Click Next

ﬁ MET SatisFAXtion MS-ClientSuite 2010/ 2013 Setup

Destination Folder

Select a folder where the application will be installed.

The Wise Installation \wizard wil install the files for NET S atisFAtion N5 -ClientSuite
2010 4 201 3 in the following falder.

Toinstal into a different folder, click the Browse button, and select another folder.

Cancel to ext the Wise Installation Wizard.

Destination Folder

C:\Program Files [«86MET SatisFAXtion\MS-ClientSuite 20104

| Browse |

You can chooze not to ingtall MET S atisFAxtion MS-ClientSuite 2010 / 2013 by clicking

< Back || Mest I | Cancel
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Click Next

ﬁ MET SatisFAXtion MNS-ClientSuite 2010 / 2013 Setup

Ready to Install the Application
Click Mext to begin installation.

Click the Back button to reenter the installation information or click Cancel to exit
the wizard

< Back || Mext » I |

Cancel

Your Fax User should automatically populate, if it does not, contact your Administrator for support. There are set-
tings that need to be configured under the “Change” button next to the Fax user name.

User dentfication

n MET SatisFAXtion - Popup Motifier Setup

€ Faxuser [Enzo Scafd

| [ Change.. |

inbound Fax Metification  Outbound Fax Preview  Real-Time Fax Status  General

[] Display a notifier when you receive a fax

[ Automatically close notifier after

Launch this application when the notifier is clicked:

= | seconds,

With thiz command line:

OK Cancel
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Login:
Once installed, log in with the credentials provided by your Administrator.

Upon successful login, you will see a Fax tab at the top of Outlook.

File Home Send / Receive Falder View Help Mirmecast Q Tell me what you want to do

Fax Create Mew Fax Message

Creating a New Fax Message:
Click on Create New Fax Message. This will open a New Fax Send Form Message window.

File Home Send / Receive Falder View Help Mirmecast G Tell me what you want to do

Fax Create Mew Fax Message

Additional fax configuration options are available by clicking on Fax Options.

Untithed = MET SatisFAXtion Fax Send Form [Rich Text)

Options Farmat Text Review Fax Help Mimecast 'i;.‘ Tell me what yo it to do
O W - = - PP . 3zl e W i My 5| |* Follow Up = Ny
" > ax|E-s-e|EB K| 0 B 2 |T T P QL
Y Cof : — ! HighImportance
Paste B £5509 Fax B T ula¥-na = = #= %=  Address Check Abfach Attach Signature Assign Dynamics | Insights View
- armat Dptions Book Mames  Filew [ftem=- - Policy - % Low Impartance 365 Templates
Clipboand fa 5ha Basic Text Mames Include Tags L] Iy Templates
Te... |[
=1
Ct..
Send B |
Subject
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Additional fax configuration options:

Untitled - MET SatisFAXtion Fax Send Form (Rich Text)

MET SatisFAXtion Fax Send Form Insert 1 Format Text Review Fax Help Mimecast

 Tell me what you want to do

o] = (e IS

! High Impartance

Paste | Message  Fax B I U |*®:A == = 3= Address Check Attach Sonatuie | Assign Dynamics | Insights View
- ¥fa : Options Book Mames Item~ Palicy = ¥ Low Impartance 365 Ternplates
Clipboard m Shawe Basic Text Names Include Tags m My Templates
" Tracking Optians y
Billing code: | | | Loskup... [ Scheduled delivery
Juy 16, 3013 & 5:28PM
From [ Return fax image in notfication messages
Name: 1 [] Dien't return & fax delivery notification
Personal fax number: | [[] Don't preview this fas
Voice o ! Fax resolition:  Defaukt |
Company: Fax page length:  Defaul ~
Caver
[ Send cover sheet
|IDefauk Cover Template] = Setings profile:
| el o =
 Manage Cover Templates . Save. | Hew... Uelefe Feload |
Y o

Once in a New Fax Send Message window, clicking on the Fax tab located across the top of the window allows for
recipients to be added to the Fax Message and auto populates the New Message with the information.

= Untitled - MET SatisFAXtian Fax Send Farm (Rich Text)

r bl
MET SatisRAXtion Fax Send Form Insert Options Farmat Text Review Help Mimecast "—:‘ Tell me what you want to do

2 Select Fax Recipients from Address Book
Fals el Fae Recipients to This Message

fdd Fax Recipients Te This Message x

FaxMumber: | |

Fax Meazage

Bt Coe | Closon |
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mportant: Inthe To... field of the Fax Message enter faxback@faxback.accessoneinc.com
Add any attachments you want to send as part of the fax message.

Prior to sending, your Fax Message will look similar to this:

File MET SatisFaNion Fa Send Foem Irsedt Oipbars Formad Texd
W e
=
Paste . Message  Fax B T U
" Optsang
Chpbasrd = o Badie Test
x
= [«
Send | e

Subject TESTMaxsTert Recipient 3124311000|

5

Access One
Company Chvefv...

When you are finished preparing your Fax Message, click on Send.

Fike MET SatisRanen Fae Send Foam Irkeit Oipbaond Formad Ter Revwowr Fi
¥ e e : O A
A A &
, Il O A E2 &% 0
Patte = Message Fax B I U |"%.a 3 Address Check  Attach Atk
- Oiprtnang Book Maenes File=  lem
Clphansrd & how Basic Text Humt i Ingl
To, | |EanEngkl
[
Bex-.

Sybjec TESTAax=Test Recipient 31243711000|

5

Acoess One
Company Cvefy...
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Alternate Options for Creating a New Fax Message:

Open a New Email window in Outlook

Send / Receive Falder View Fax Help Mimecast Q Tell me what you

P - |
E n FEZ::U;}* x D % @ 8 [F7. Meeting

Mew NMew  Schedule a Start Instant Delete Archive Reply Reply Forward E-@More*
ems~ Meeting~ Meeting - &s Junk- All
Mew Meeting Delete Respond

Then, go directly to the Fax tab located across the top of the window.
Add the recipient information and attachments.

I lmportant: Remember to send To... faxback@faxback.accessoneinc.com

= Untitled - Message (HTBAL)

Insedt Options Farmat Test Review Fax elp ) Tell me what you want ta do
: calEE-w % 0 D B B D0
iR C @ A= = I High Importance : >
Pagte | B I U |%%-a = — &= 5= Address Check  Aftach Aftach Signature  Assign Dynamics  Insights View
= ¥ Foimat Painter ) Book Mames File= ltem=- = Palicy - *# Lowimpartance 265 Templates
Clipboard [ Basic Text Mames Include Tags I by Templates
' Ta,.. ]
= S
ol
g =
._end | Bex..
Suljed
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Lastly, whether you begin by clicking on Create New Fax Message from the Fax tab or by clicking on New Emailin
Outlook, you can also send a Fax Message by simply entering faxback@faxback.accessoneinc.com

in the To... field and subject/fax=3124111010 into the subject field. The subject being whatever you want the sub-
ject to be and the fax number to which you are sending to.

For example, if your subject is “Aaron’s List of Ideas” and the fax number destination is 312-411-1010, then you will
list as follows: Aaron’s List of Ideas/fax=3124111010

Aaron's List of ldeas/fax=3124111010 -

Insert Options Farrmat Text Review Fax Help Mimecast '::f Tell me what you want to do
.y & P S Szl ek i [t - - -
B F ol | ||calbi  -|11 - A W= -S| de I"' = ,‘E‘E@ ﬂJ i 4 EI P e
5 . = I High Impartance
Paste = ] Message  Fax B I U, A== e Address Check  Attach Attach Signature Assign
- Farmat Painter Options = Book Mames File= Mem~ - Palicy = & Low Impartance
Clipboard ] Show Basic Text | Mames Include Tags
fo.. | |Eagack
-—:I Ciliia
Send

Be. |

Subject | Aaron’s List of ldeasfax=3124111010

Viewing Real-Time Fax Status:
In the Windows Task Bar you will see a Fax icon.

By clicking on this icon, you will be able to view Real-Time Fax Status.

E Feal-Tame Fax Status —_ s

&) schedied B Sendng
Scheduled For State Ta Fax Number

Tac

From:

Remate CSID:
Duration:
Fage:

% Complete:
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Receiving and Viewing Inbound Fax Messages:

Inbound faxes will be received as an email, that will look like this:

FaxBack
MEW FAM: 6307852585 6307... 4:25
You Have Received

= ik

You'll notice an inbound fax icon in the notification of email received. The body of the message will appear like this:

£ £ anwarn
2 Reply 2 Reply All £} Forward
Thu 7/18/2019 9:25 AM

F FaxBack
MNEW FAX: 6307852585 6307852585, 1 page(s)
To  Enzo Scafidi

|- FAX.2019-07-1809.24 08.pdf _
| A~ a0ks

Phish Alert

You Have Received a Fax!

Inbound Fax Details

Sent To 3128884109
Number of Pages 1

Sender CSID 6307852585
Sender CallerlD 63078525835
Total Seconds 49

The attachment of the email will include the actual Fax sent by the sender as a .pdf file.
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Faxing by Web Portal:
Faxes may be sent via a Web Portal by visiting http://faxback.accessoneinc.net:94/Faxability/App.html

Upon visiting this site, you will be asked to login with your provided credentials.

Sign Into Your Account

L USERNAME
enzo scafidi &

a PASSWORD Forgot Password?

[ ]

] Remember Me

Once logged in, make sure to fill out the Fax Number field and then any other optional fields such as Name, Com-
pany, Subject and any attachments that will be in the body of the fax.

( JFaxBack By tog out
@ SEND FAX Connected To:| NET SatisFAXtion
From: [Enzo scafidi %2 Recipients(1) B CtmtactsJ £ Add Recipientj

#1  Fax Number sso7es2sss
Additional Information (Optional)

Name Test Recipient

Company | Test Company

Subject: [Test Fax subject ] G‘JFAX M COVER =DETAILS

Be¢ @ S HIaq Pages: 0

After filling in all of the necessary criteria, please press Send Fax to send the fax.
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