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Who Should Read This

1 Introducing LightningFAX

Manual

This manual is intended for any one using LightningFAX to send,
receive, and manage faxes. It does not cover LightningFAX installation
and configuration, or the creation and management of users and user
groups. Those topics are covered in the LightningFAX administrator
and Installation Guide.

An Overview of the Manual

LightningFAX User Guide

Chapter 2 Getting Started provides a hands-on introduction to several
common-place LightningFAX and SendFAX operations.

Chapter 3 Introducing the Manager details fax management and other
operations using the LightningFAX manager.

Chapter 4 Fax Details Information details the information about
incoming and outgoing faxes available to LightningFAX users.

Chapter 5 Managing User Properties details the user properties you
can modify.

Chapter 6 Introducing SendFAX details how faxes are sent using
SendFAX. Also outlined is including a profile and a cover sheet, how to
use advanced transmission settings, and how to access a phone book.

Chapter 7 Fax Utilities in LightningFAX details using the various
faxing interfaces and utilities available in the LightningFAX client is
installed. It describes faxing from Windows applications, faxing using
Microsoft Word’s Mail Merge feature, emailing faxes, etc.

Chapter 8 Introducing Phone Books details how phone books are
created and maintained, how to add contacts, contact lists, and groups
of potential fax recipients.

Chapter 9 Introducing the Viewer details how to use the Viewer to
search for and view faxes, how to manage the Viewer itself, and
outlines how to add annotations to the faxes you have received.



Chapter 1 Introducing LightningFAX

Chapter 10 Introducing the Cover Sheet Editor details how the cover
sheet editor can be used to generate cover sheets used when faxing
with SendFAX.

Chapter 11 Introducing Profiles details LightningFAX profiles, which
provide a means of managing your sender information in a variety of
ways.

Chapter 12 About Annotations details the annotations available in
both SendFAX and the viewer and the methods of adding them to faxes
you send and faxes you have received.

Chapter 13 Introducing Fax Headers details what fax headers are and
how to compose them.

Chapter 14 Introducing LightningFAX Mail Gateways details faxing
through the mail gateways, that is, your email software. It also details
creating distribution lists for fax broadcasts from your email program
and how to use body codes in your message.

Chapter 15 Introducing the Forms for Microsoft Outlook details how
to send faxes if you have installed the Forms for Microsoft Outlook, an
interface that provides more extensive functionality than the gateway
for Microsoft Exchange.

Chapter 16 Introducing the Forms for Lotus Notes details how to
send faxes if you have installed the Forms for Lotus Notes.

The LightningFAX Client

LightningFAX Manager

SendFAX

The principal components of the LightningFAX client are:

To the user, the manager provides the means to handle their incoming,
outgoing and archived faxes, as well as to configure their user
properties. For example, users can search for, view, print, delete, or
archive faxes sent and received; forward or copy faxes to others in the
LightningFAX network; and modify notification or printing options.

Note: Administrators can restrict changes that users can make to their
settings.

SendFAX is the program used to compose, address, and send faxes.
SendFAX also provides a means of entering fax sender and fax
recipient information and changing transmission settings.

Faxes can be sent to numeric as well as email addresses.

Note: LightningFAX functionality can be installed so that end users fax
strictly through their email software. When this is the case; faxes,
both incoming and outgoing, are managed through such programs
as Microsoft Outlook, Lotus Notes, or Netscape Communicator,
exactly as email messages are. Further, the LightningFAX
manager, SendFAX, and the tools and utilities that come with
them, are not available.

LightningFAX User Guide



Chapter 1 Introducing LightningFAX

LightningFAX Tools
LightningFAX tools include the following.

Cover Sheet Editor

Administrators and users use the cover sheet editor to compose fax
cover sheets to be used when faxing with SendFAX. A selection of
preformatted cover sheets is provided. Variables that are resolved
when the fax is sent can be added to any cover sheet to include such
information as sender name, company name and address, telephone
and fax numbers, etc.

By default, the cover sheet editor is not installed with the
LightningFAX client. It is possible therefore that some users will not
have access to it.

Private Phone Book

The private phone book allows a user to organize and group fax
recipients for easy selection in SendFAX. Any number of phone books
can be created. Administrators can make a public phone book available
to a group of LightningFAX users; however, the public phone book is a
custom component that is not included with a LightningFAX client
installation.

The Viewer

The viewer allows users to display, read, and annotate faxes. In
addition, users can rearrange fax pages to generate another fax. The
viewer can be freely emailed to potential fax recipients.

Each tool is accessible through LightningFAX manager, SendFAX, and
as a separate Start menu selection.

LightningFAX Printer Driver

The printer driver is automatically added to the list of available
printers during Client installation. Users can send faxes from
third-party applications Like Word, WordPerfect, Excel or Quattro
Pro, etc., by selecting the LightningFAX printer driver after using the
application's Print command. Executing the Print command launches
SendFAX with the document included as a fax. The fax can then be
addressed and sent.

LightningFAX Profiles

A profile can contain a fax header, reference a cover sheet, and store
information about the fax sender. If one is available, a user can select a
profile when faxing from SendFAX.

Profiles address several needs. For example, several profiles might
each reference different cover sheets, each cover sheet written in a
different language. Two or more profiles, each with different sender
information, allow users to send faxes on behalf of others. Profiles also
allow administrators to specify a common fax header and to enter
company information once for a large number of users.

LightningFAX User Guide 3



Chapter 1 Introducing LightningFAX

Once composed and saved, profiles can be applied both through
SendFAX and Forms for Microsoft Outlook.

Although profiles are often created by administrators, users can create,
manage, and use their own profiles.

LightningFAX PrintToMail Printer Driver

The LightningFAX PrintToMail printer driver provides a means of
emailing a file from a third-party application. When writing a
document in a third-party application such as Word or WordPerfect,
the user prints and selects the PrintToMail printer. When the print
operation is executed, the user's default email software is launched
with the document attached as a TIFF fax image file. The user can then
address and send the file as they would any other email message.

The recipient requires an appropriate TIFF viewer.

Mail Merge for Microsoft Word

Mail Merge for Microsoft Word allows users to use Word to generate a
Main Document and a Data Source and then fax to all recipients
recorded in the Data Source.

When installed, Mail Merge for Microsoft Word adds a macro and a
LightningFAX toolbar. Those additions aside, composing the Main
Document and the Data Source remain much as they are in Word.

However, Mail Merge for Word uses four merge fields: First Name,
Last Name, Company, and Fax Number, which are mapped to the Word
merge fields selected when writing the Main Document.

Additional Faxing Interfaces

LightningFAX also offers other faxing interfaces. These include the
LightningFAX gateways for email software and for the Hewlett Packard
Digital Sender.

LightningFAX Gateways

If installed, a gateway provides a means of sending, receiving, and
managing faxes through your email software. These are the gateways
that can be installed on your computer.

Q Gateway for Microsoft Q Gateway for Simple Mail
Exchange Transfer Protocol (SMTP)

Q Gateway for R/3

Generally, a gateway is installed as an alternative to the full
LightningFAX client. It provides the means to send and receive faxes
without the need to install, or to learn, the full LightningFAX client.

4 LightningFAX User Guide
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LightningFAX Scanner Service

The scanner service for the Hewlett Packard 9100C Digital Sender
faxes TIFF files generated by the Hewlett Packard Digital Sender. The
fax operation takes place through the Digital Sender's interface.

The scanner service is a custom installation.

LightningFAX User Status

LightningFAX Groups

LightningFAX User Guide

There are three LightningFAX user status.

QO Administrator

Administrators can configure LightningFAX, create and manage users
and user groups, manage faxes; in short, execute any operation
LightningFAX performs.

Q Super User

Super users have the right to access the faxes received and route them
to the proper recipient in the LightningFAX network. Unless an
administrator gives them greater privileges, they can see only the
cover sheet of the faxes they direct to others.

Note: If a Super User can only view the cover sheet of a fax, he/she
will not be able to save the fax to the server.

Q User

Users have the rights assigned them by an administrator. Aside from
sending and managing their own faxes, they may be able to route faxes
to members of the LightningFAX network.

Groups are a means of organizing users. An administrator can make
you a member of one or more groups. If you are a member of a group,
you enjoy the settings assigned to that group, in addition to your user
privileges. Group membership is not mandatory. An administrator
might deliberately choose not to enroll some LightningFAX users in
any group.

You can also be a guest in a group. Like primary group members, you
will be able to access the group’s incoming faxes. However, group
settings are not applied to you. For example, an administrator may
establish one set of archiving, printing, and notify options for a group
and a different set for you. If you are a guest in the group, your user
options, not the group’s, apply.
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Users and LightningFAX Resources

A standard resource basically represents a grouping of fax channels
(inbound and outbound). All channels in a resource share the same
transmission parameters, such as CSID, number of retries, etc... It is
however possible to override these parameters with individual user
settings, if need be.

A resource is a repository for all the faxes sent or received on its
channels. Each resource also has the potential to have its own routing
table.

A resource is linked to only one driver, but a driver can connect to
multiple resources (based on channel mapping).

Users are assigned access rights to a resource, which then lets them
send and receive faxes through its channels. A user with access to
multiple resources can thus have different personalized settings for
each resource.

After initial installation to the Microsoft Windows operating system,
the LightningFAX manager displays three resources in the tree view.

Common Resource Resource 1 All Resources

By default, Resource 1 is associated with all LightningFAX channels.
Itis Resource 1 that actually transmits incoming and outgoing faxes.
The Common Resource and A11 Resources, which cannot be
associated with LightningFAX channels, are folders through which
users access faxes.

The Common Resource is the bridge between all resources. Any
communication between two resources must be done through the
Common Resource.

It displays faxes forwarded or copied by other members of the
LightningFAX network. All users have implicit access to this resource.

All Resources allows users to view simultaneously both incoming
and outgoing faxes. For example, an administrator configures
Resource 1 to transmit outgoing faxes. A second resource,
Resource 2, is specified and configured to transmit incoming faxes.
Finally, a user is given access to both resources. Only the user's
outgoing faxes are displayed under Resource 1; the user's incoming
faxes are displayed under Resource 2. By goingto A11 Resources,
the user can display both incoming and outgoing faxes at once.

All Resources has no configurable properties.

Note: Only LightningFAX administrators can access and modify
resource properties.

6 LightningFAX User Guide



Getting Started

This chapter introduces some of the basic features of the manager,
SendFAX, the phone book and profiles.

Users must of course log on, whether under their Windows domain
account or under their LightningFAX account, before they can access

LightningFAX.

Logging on to LightningFAX

To log on to the manager:

QO Choose Start = Programs = LightningFAX = LightningFAX

Manager.

If you are logging on for the first time, the logon dialog box appears.

Note: The log on procedures described here also apply when you launch
SendFAX from the Windows Start menu.

Logging on to a Windows NT Domain

Your exact log on depends on how your administrator configured the
network. If LightningFAX was configured to make use of a Windows
NT domain and includes the users in that domain, your logon window
will match the following illustration.

LightningFAX Login

User ID: I\\INTEHSTAH ‘\blawrence

Password: I

Server. Inew-york

()8 | Cancel

Help |

™| Bemember Passwrd

Q Click OK. You need not enter a password.

LightningFAX User Guide
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Logging on using LightningFAX Authentication

If you have a LightningFAX account, you log on using LightningFAX

authentication,

that is, using the User ID and password of your

LightningFAX account. The following logon dialog box is displayed.

LightningFAX Login

User ID: I

Password: I

Server. Inew-york

ok |

Cancel

Help |

™ Remember Password

1

Enter the LightningFAX user ID.

2 If you were assigned a password, enter it in the Passworad field.

3 Click oK.
Note:

The LightningFAX server is usually configured to use port 7007. If

your administrator used a different port, you must use the
following syntax in the LightningFAX manager logon dialog box.

server:port

where server is the IP address or DNS or WINS name of the
LightningFAX server and port is the port the administrator

specified

Choosing your Logon Format

during installation.

When you have a LightningFAX account and a Windows NT domain
account, you can choose either logon format.

To select either LightningFAX authentication or a Windows NT
domain at log on:

1

LightningFAX Login

Click the pop-up menu beside the User ID field.

User ID: I

Use my 'Windows MT domain account

Password: I

Authenticate with LightningFas

Server. Inew-york

ok |

Cancel

™ Remember Password

LightningFAX User Guide
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2 Select your logon format.

When LightningFAX is installed on more than one server machine, you
can select the server you want by using Server to display the list of
servers available to you.

You can enter a server name in this field if you wish. LightningFAX
displays an error message if you enter an invalid server name.

After you log on, the manager is displayed.

_';‘_LightningFA.X Manager - Your User ID on new-york
File Edit “iew Fax Toolz FHefreshl Help

E|_§_ Your User ID Inf I Last Name I First Narne I Submitted/Re. . VI Cor
];l.‘ Incoming Faxes

o[ Outgaing Fases
2] Archived Faves

< | i

|Ready [Ditemis]  [10:108M

Introducing SendFAX

LightningFAX User Guide

Among the other activities available, you certainly send faxes.

You can access SendFAX through:

O Tools = SendFAX in the manager window

O Start = Programs ™= LightningFAX = SendFAX
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The SendFAX window is displayed after you log on.

;r" LightningFAX SendFAX - Your User ID on new-york

M=l B3
File Edit “iew Thumbnal Preview Annotation Tools Help
[ Send ||No Profile jEl IND Caver Sheet j i1 | L 53 | R |
Fax Recipients: =
To... | || Mame | Compary | Fax Mumber |
Company: I &
Fax: I
Subject: I
> f ‘I‘IS“/° vl MH 4 » )II‘IDD“/° vl@

N2 Ed=

If this is your first time using SendFAX, one of the first things you
might wish to do is to populate a telephone book with potential fax

recipients. A phone book allows you to select fax recipients rather than
manually address your faxes.

Choose Tools = LightningFAX Phone Book.

« LightningFAX Phone Book - C:%.__ALFClient\Phone\lfphonebookNew.Ifc

File Edit “iew Toolz Help

SEEIEE YR I
Type Mame or Select From List Show Mames from the
I Contact j
ﬁ | Last Mame | First Mame | Company | Fax Mumber

Ready Mo Contact i

LightningFAX offers a default phone book that contains information

about the people you often send faxes to. We’ll assume you decided to
create a new one.

LightningFAX User Guide
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Phone books are organized in the following hierarchy.
Q A phone book, a user can make any number of phone books
O A contact list, several contact lists can exist in a phone book

Q A group, contacts can be grouped, faxes sent to the group are sent to all
members of the group

Q the contacts themselves

Let’s say that you need only a single contact list. A default contact list
named Contact already exists and you’ll put the new contact there.

Ungrouped Contacts

Choose File = New = Contact from the phone book menu.

General | Uszer Definedl
-~ Contact Mame
Full Mame... | |S W atermani
Job Title : IManager
— Compary — Contact Murmber
Mame : IABE Industires Inc. Phone Mumber: ISSS-SS?B
Street : 123 Any Street Extension : I
Pager : I
City : Jarptawn Fau: ~ |ade-7865
State/Province : I Cellular : I
ZIP#Postal Cade : |1 2340567 E-mail - Iswaterman@abcind.com
Cauntry : I j Prefered Address : I Fax Humber j
— Biiling Infarmation
Billing Code : IABE-‘I 2945w/02 Sub Biling Code : I

()8 | Cancel |

The contact information is much as you’d expect: a name and job title,
company information, and contact numbers. However, some fields are
worth special attention.

The Fax and E-mail fields allow you to make three different entries. If
your recipient travels frequently, you might wish to enter their home
office as the first fax number, an office they visit often as the second,
and perhaps their home fax number as a third. The same applies to
your recipient’s e-mail addresses.

When you do enter several fax numbers or e-mail addresses, the
Preferred Address drop-down list becomes important. When you
select a fax recipient from the phone book in SendFAX, the fax number
or e-mail address shown in Preferred Address is the destination the
fax is sent to.

Note: When you fax to an e-mail address, you instruct SendFAX to
e-mail the fax message. A gateway must be installed in your
network to deliver the e-mail. Your fax is received as an e-mail
attachment.

11
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Billing Information offers two fields: Billing Code and
Sub-Billing Code. Here, you can enter a number that identifies your
recipient or their company for billing purposes. For example, a law
firm communicating by long distance to a client might bill the
telephone charges to the client and subsequently assign a billing code
to that client. That code would be entered here.

Two billing fields allow for greater precision. Although a small
business might require a single billing code; a larger one might find it
necessary to use one billing code to identify the firm and a sub-billing
code to identify a particular department or office.

Click ox when you have entered all the contact information.

Grouping Contacts

Creating groups of contacts allows you to select the group in SendFAX
and fax to every member of the group.

Choose File = New = Group from phone book menu and enter a name
in the Name field.
Group Properties O] x|

Members | Comment |

Mame : IW’arehouse

Select Members... | Add Mew... | Eemove |

ﬁ | Last Mame | First Mame | Company | Fax Mumber

Ok | Cancel | 4

To enter a contact, click Add New. The Contact Properties window is
displayed and you can enter contact information just as you did for an
ungrouped contact.

Click Ox in the Group Properties window when you have entered all
members.

LightningFAX User Guide
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Displaying a Phone Book

By default, the SendFAX interface does not display a contact list from a
phone book. If you have a phone book, and if your administrator has

created a public phone book, you certainly want to display it when
you're using SendFAX.

To display a phone book in SendFAX, choose View = Phone Book =
Show Right or View = Phone Book = Show Left.

The following illustration shows SendFAX with a contact list from the
phone book displayed on the right.

;r" LightningFAX 5endFAX

i [=]

File Edit “iew Thumbnail Preview Annotation Tools Help
Send ||No Prafile j =1 ||N0 Cover Sheet j i1 | @ | R
To I Show names from the: I Contact j
Company: I Type name or gelect from list: I
D estination: I |ﬁ | Name / | Company | Destination |
Subject: I € M Caleman Farter Supplies 9893843

. ﬁ 5 W atermann ABC Industires ... 898-7866
i g. x “ 59 T Thomas Thomas Conzulti..  thomas{@tomeo...
|ﬁ| Mame | Company | Destination & E ‘Warehouse

& £ Chiistopher 332022

Choosing a Cover Sheet

X 4 ;|13°/° vl

LI I e o M

See Chapter 8 Introducing Phone Books to learn more.

LightningFAX makes several cover sheets available and, if it’s installed

on your system, you can use the cover sheet editor to create your own
cover sheets.

Assuming that you’ll begin with the pre-configured cover sheets, use
the following steps to select one.

Use No Cover Sheet to select the cover sheet you want.

File Edit “iew Thumbnail Preview Annotation Tools Help

Send ||N0 Profile j =1 ||N0 Cover Sheet

=00

To
I BasicO1
Company: I Basic02
. BasicBlock
Destinatior: I BlockShaded
Subioct I BusinezsRegulardi

BusinezsRegulard2

- ConcieCenterad
Fax Recipients: 2. > Doe?;LIJSIF ehtere
SimpleElegant
[ T Neme | Ce=i D)2 FopleLeftmfaned %D
More Local... g

X 4 ;|13°/° vl

LI I e o M

LightningFAX User Guide
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Your Profiles

14

You might first select a cover sheet by using the pull-down list
available in the No Cover Sheet pull-down list and selecting More
Local. A list of available cover sheets is displayed. A preview of each
cover sheet is displayed when a sheet is selected.

Assuming you pick Basic01.cse, SendFAX displays that cover sheet in
the thumbnail (left-hand) and the fax preview panes.

;r" LightningFAX SendFAX - Your User ID on new-york

File Edit “iew Thumbnal Preview Annotation Tools Help

IS[=] E3

B Serd | [e Profi =l 8 ([sesicor o Bg 2
Fax Recipients: =
To... | I Mame | Compary | Fax Mumber |
Company: I &
|

Fax:

Subject: I
> f ‘I‘IS“/° vl MH 4 » )||?5°/° vl@

1

Phaone; Fax:
E-mait

-
[ v {4] | ¥

k&= 0aZ(XE|
Feady |

171 [ oM

A cover sheet will remain selected until you cancel it by selecting No
Cover Sheet or choosing another.

See Chapter 10 Introducing the Cover Sheet Editor for more
information.

A profile can store your personal information: your name, your contact
numbers and e-mail address, and your company information.
However, you can use profiles for several other purposes. Because
profiles can reference a cover page; you can create two cover sheets,
each containing the same information in different languages. You
would then create a profile, each referencing one of the cover sheets.

In SendFAX, you’d select one or the other profile, depending on which
cover sheet you wanted to use.

Another use for profiles is to fax on behalf of others. After all, you
don’t have to enter your own name. You can create a profile that
contains the personal information of a colleague and then use that
profile when the colleague is on vacation or a business trip.

LightningFAX User Guide
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To create a profile, choose Tools =»Profile Management and click New.

Create Mew Profile E
Prafile Mame: 0k I
I o Cancel |
Drescription:

| Help |

Copy Profile Settings From:

I <NOngE: j

Enter a name and click OK.

Editing Profile "MyProfile”

Prafile Mame: IMyPerile Description: IMy Default Prafile
T Use Fax Header — Faxing Option
Sempls Eelit Baps Elaaelar | v Use Cover Sheet ————————————
I ’—;;\W'INNT\Profiles\blawrence\App _I
Resource
 Carporate Infarmation IHesource 1 j
Company: IMy Company [~ UselLCR
Street: 1234 Any Strest CSID: IMy Company
oen: |
City: IAnyviIIe Prefix: I
State: I Suffi: I
Country: | [ Set this profile as default
Zip Code: l— Mumber of Retries: lﬁ
Phone:  [222:3333 Faw  [2224444 Friorty: E=|

— Personal Information

S alutation: IPTUf- 'l Job Title: IChiefofHesearch

First Mame: IXaivier Email:

|xprentice@company.com

I FPager:

Last Mame: IF'rentic:e Cellular:

—

— Billing Infarmation
Biling Code:  [4BC-+124

SubBiling Code: |

o]

Cancel | Help |

Like phone books, a profile contains the fields you would expect. And,
again, some fields and options are worth extra attention.

LightningFAX resources are folders where faxes are stored and users
can be associated with more than one resource. If your administrator
has given you access to several, you can use Resource to select one in
the profile. Whenever you send a fax using that profile, LightningFAX
will store a copy of the outgoing fax under your name on the resource
the profile references. You might prefer to use a different resource

when you know the resource you usually use is being heavily used by
other SendFAX users.

15
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Addressing a Fax

Least cost routing (LCR) is a means of reducing or even avoiding long
distance telephone charges. Your administrator might configure LCR
when there are two or more LightningFAX servers in a local or wide
area network.

For example, a company has a LightningFAX server in its offices in
New York, Paris, and Rome. Let’s say that a client of the New York
office is located in London. An employee in the New York office could
send a fax directly to the client, and pay the long-distance telephone
charges. Alternatively, they could use LCR to send the fax to the office
in Paris and let that office send the fax to its final destination by
telephone. Because a LightningFAX server uses the TCP/IP protocol to
communicate with an other LightningFAX server, the fax travels from
New York to Paris using TCP/IP. In other words, the company avoids a
transatlantic telephone call.

Of course, least cost routing doesn’t just happen. Your administrator
has to configure it and you must instruct SendFAX to use it. By
creating a profile and selecting the Use LCR option, you can make LCR
selection in SendFAX automatic. Just use that profile whenever your
fax is to be sent using least cost routing.

Finally, there’s your sender billing information. Your fax might
represent a purchase order and you might wish to inform the recipient
of the billing code your company expects on the invoices it receives.
The Sub-Billing Code field allows for greater detail. For example,
your company might have a billing code for orders and sub-billing
codes that identify the product or services being ordered.

Note: Although other components in LightningFAX allow you enter the
information while you are faxing, a profile is the only place where
you can permanently store sender billing information.

Click ok when you finished entering your profile information.

Now that you have a profile, you want to reference it in SendFAX. Use
Profile to select any of the profiles you create.

See Chapter 11 Introducing Profiles for more information.

The simplest way to address a fax is to select a recipient or group from

the phone book’s contact list and click &l

To: IM Coleman Show names from the: I Cortact j
Company: IF‘orter Supplies Type name or select from list: I

Destination: |9999943 Iﬁ | Mame / | Company | Destination

Subject | € MColeman Porter Supplies 5858543

ﬁ S ‘W atermann ABC Industires ... 898-TBEE

Fax Recpients: 2' x - £3 T Thomas Thomas Consulti..  thomasi@tomeo..
Iﬁ\ Mame | Company | Destination & E Warehouse

€ M Coleman Forter Supplies 0290243 & £ ¥ Chistaher kgt

xf;haz -l W4 » Moz A0OIOE

16
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That action copies the name or group to the list of fax recipients.

Of course, you can also make direct entries to the To, Company, and
Destination fields. To receives the recipient’s name and
Destination receives the recipient’s fax number or e-mail address.

After making entries to these fields, click % to move the information
to the list of fax recipients.

Next, of course, is information you want to send.

Choose File = Insert or click @l and then navigate to the file to be
sent. If the file is on the desktop, you can drag-and-drop the file into
the thumbnail view. You can add as many documents as you wish.

Finally, click send.

Routing faxes that have been received by the Default Recipient to
the individual to receive them is the main function of a Super User, a
status your administrator might give you.

In this example, C Delaney is the Super User tasked with routing
incoming faxes from the Default Recipient to those who must
receive them. Three users, P Martin, D Smith, and F Jones, have
received faxes.

C Delaney is already logged on to LightningFAX and notices that
incoming faxes have arrived on Resource 2, which is configured to
receive faxes.

_’;‘_LightningFAX Manager - C Delaney on faxserver
File Edit Fax Toolz

Wiew RBefreshl

EME LightringFai Metwark,
E‘% faxserver
B Commaon Fesource
-3 Resource 1
EHE Resource 2
LB _L‘._ Default Recipient
& Administrator
+& CDelaney
+& D Smith

Help

| L azt Mame | Firzt Mame

[#-[B Resource 3
#-B] Resource 4
e Al Resources

KN |

[3item(s) [12:294M

Ready

17
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Clicking the first and automatically opening the viewer to inspect the
cover page, C Delaney learns that this fax is sent to F Jones. Closing
the view, C Delaney highlights the fax and right-clicks it.

= LightningFAX Manager - C Delaney on faxserver

File Edit Fax Tools iew Hefreshl Help
Emﬁ LightringF s Metworl
El@ famserver o "

(-8 Common Resouice g | V'_e“'

E Resource 1 @ Print Fax

E-E3 Resource 2 Edit

_g_ Default Recipient
& ddministrator Show Details
Frint Details
Route
B3 Resource 2 Copy

+-{B] Resource 4 i esutnit »

e Al Resources Send To 3
Fause
Stop ransmissiar
Delete
E xport List
Print List

KN — 2
|1 items] selected [3itemfs] [12:344M

C Delaney selects Route in the pop-up menu.

Select a group : &

Select 3 user: IAdministrator j

Route I Cancel |

Knowing that F Jones works in the Accounting department, C Delaney
uses the pull-down menus to choose the Accounting Group and the

user F Jones and clicks Route.

Routing
Select a group: IAccounting j
Select a uzer ID Smith ﬂ
FJones
Fi{ P Martin

18
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File Edit Faz Tools Wiew Refreshl

E|M_E LightringFie W etwork,
E'@, fawserver

Help

LightningFAX Manager - C Delaney on faxserver
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The fax is immediately routed to F Jones and C Delaney continues with
the next fax received.

[#-B Comman Resourcs
{E Resource 1
=B Resource 2

_g_ Default Recipient
+& Administrator

B Resource 3
B Resource 4
o Al Resources

|Head_l,l

M=l E3
Info | Lazt Mame | First Mame
B
KN — i
|Zitemis) [12488M 4

At a client workstation in LightningFAX network, F Jones launches the
LightningFAX Manager finds a fax waiting to be opened and read.

File Edit

= LightningFAX Manager - F Jones on fakserver

Fax Toolz

Wiew Befreshl
=B LightringFax Network

Er@] fanserer

Help

Info

{8 Comman Resource

m Accounting

P Martin
[]--m Adminstration
[]—-m Unagrouped Usgers
[ All Users

B Resource 2

_*_ Default R ecipient
----- & Administrator

----- +& D Smith
& Flones
[]--'0 All Resources

| Ready

Bl

| Last Mame | First Mame

KN —

2

Chapter 3 Introducing the Manager.

[1item(s) [12524M
Further details on routing and fax management can be found in
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3 Introducing the Manager

The manager provides access to your incoming, outgoing, and archived
faxes in a tree structure similar to Windows Explorer. You can view,
delete, and archive the faxes you are authorized to view. You can also
route and copy them to other members of your network.

You can also set your user preferences; instruct LightningFAX to notify
you when certain faxing events occur; specify how frequently
LightningFAX is to check for newly received faxes; and, if you have
access to a gateway, set user notification for faxes sent and received
through your e-mail software.

When you log on to the LightningFAX network with your user ID from
any workstation connected to the LightningFAX network, your
personal default settings are used. You can log on to LightningFAX
using either LightningFAX authentication or your Windows NT
domain account.

Launching the Manager

To launch the manager:

1 Choose Start = Programs = LightningFAX = LightningFAX
Manager.

2 Enter your log on information and password.

Note: When logging into the fax manager or the web client as an LDAP
user, a password is mandatory. Trying to login with a blank
password fails. Other types of users are logged in as anonymous
users, when the password is left blank.

After you log on, the manager appears, listing your faxes. Faxes can be
selected by highlighting them. Several or all faxes can be selected by
holding the shift key while highlighting them

LightningFAX User Guide 21
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= LightningFAX Manager - Administrator on localhost
File Edit Wiew Fax Tools Administrator Refreshl  Help

0¥ Incoming Faves

[ Outgoing Faxes
1) Archived Faves

@  smih John

14:46:31 28/05/2004
14:47:08 28/05/2004

14:47:49 28/05/2004
14:49:07 28,!'05,!’2004

14:51:33 28,!'05,!’2004
14:53:02 28/05/2004
14:53:41 28/05/2004
14:54:24 28{05/2004
15:02:59 28/05/2004
19:36:44 28/05/2004
15:36:45 28/05/2004
15:37:45 28{05/2004
15:37:45 280

Business Personl2 | mfo | Last Mame | First Mame | Submitted/Received Time /| Completed/acknowledged Time | Compan | Subject [ status |

14:46:31 28/05/2004
14:47:08 28/05/2004
14:47:49 28(05/2004
14:45:07 28)'05,!'2004

14:51:34 28;’05,!’2004
14:53:03 28(05/2004
14:53:42 28/05/2004
14:54:25 28(05/2004
15:19:36 28/05/2004
19:36:45 28(05/2004

15:37:45 28/05/2004

% Tree View
[tit

\ Fax List

i [ 3]
Inkerstar Inc,  test Sent
Interstar Inc,  kest 2 Sent
Interskar Inc,  test 3 Sent
Inkerstar Inc,  test 4 Sent

broadcast
broadcast 2 Processed
brodcast 3 Processed
broadcast 4 Processed
broadcast 5 Processed

Failed
Memo Processed
Mema e
memo 2 Mew
memo 2 Sent
[14item(s) [16:15 4

The administrator can assign you a restricted or an unrestricted view
of the LightningFAX network. The restricted view shows your user ID
and three branches: incoming faxes, outgoing faxes, and archived

faxes.

The unrestricted view displays the entire network. Assuming you have
expanded the tree to find your user ID, the unrestricted view might
resemble the following illustration.

ightningFAX Manager - Administrator on localhost =lax]
File Edit Yiew Fax Tools Administrator Refresh!  Help
= ...E AMediusFAR Netwark 15 I Info | Last Marme | First Mame I Submitted/Received Time / | Comnpletedfcknowledged Time | Compan: | Subject | Skatus |

E,E_, 14:46:31 Z8/05(2004 14:46:31 Z8/05(2004 Interstar Inc.  test Sent

EHE Common Resource 14:47:08 28/05/2004 14:47:08 28/05/2004 Interstar Inc,  tesk 2 Sent

EI!E Ungrouped Users 14:47:48 28/05(2004 14:47:48 28/05(2004 Interstar Inc.  test 3 Sent

- & Default Recipient 14:49:07 2805/2004 14:49:07 2805/2004 Interstar Inc,  kest 4 Sent
&+ \|QALABOS! Admini 14143:55 28/05/2004 14:49:56 28/05/2004 broadcast  Processed
=3 14:51:33 28/05{2004 14:51:34 28/05{2004 broadcast 2 Processed
U 14:53:02 28/05/2004 14:53:03 28/05/2004 brodecast 3 Processed
WU:LU:M 14:53:41 28/05/2004 14153142 28/05/2004 broadcast 4 Processed
Egsnurce 1 14:54:24 28/05/2004 14:54:25 28/05/2004 broadcast 5 Processed

& Default Recipient Smikh Johin 15:02:59 28/05(2004 15:19:36 28/05(2004 Failed
_i_ LCR | 15:36:44 28/05(2004 15:36:45 28052004 Mema Pracessed

i 1| QALABOG Administra 15:36:45 28/05/2004 Memo Mew

15:37:45 28/05/2004 memo 2 Mew

15:37:45 28/05(2004 15:37:45 28/05(2004 memo 2 Sent

All Resources
= M8 Ungrouped Users
1 & Default Recipient
L +B4 |\t AR Brlrnin
< F il
|1 item(s) selected |14 itern{s) ‘16:25 A

This view lists other users and groups as well as the resources with
which users are associated. You are not able to view other users’ faxes
unless you have Administrator status. Whatever your status, you can
use drag-and-drop to copy your faxes to other members of the network.
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Faxes are transmitted to you in one of three different manners.

O Faxes transmitted to you by telephone are received by the resource
with which you are associated and are routed to you by a user with
Administrator or Super User privileges. You access these faxes by
locating your user ID under Common Resources = Al1l Users or under
All Resources = All Users.

Q Ifyour administrator has enabled Direct Inward Dialing (DID) for you,
these faxes are received directly by the resource with which you are
associated.

Q Other members of the network can route or copy their faxes to you.
Again, you can access these by locating your user ID under Common
Resources = All Users or All Resources = All Users.

Whichever the view, click the category in the tree to display only the
faxes in that category in the fax list view.

Incoming Faxes Outgoing Faxes Archived Faxes

_’;‘_LighlningFAX Manager - Business PersonD2 on r

Z LightningFAX Manager - Business Person02 on n = LightningFAX Manager - Business Person02 on

File Edit “iew Fax Tools Refreshl Help File Edit “iew Fax Tools Refreshl Help File Edit %iew Fax Tools Refreshl Help

Business Person02 Infa Last Mam| E|_§_ Business Person02 Infa Last Mam: =& Business Person02 Infa Last Mai
4 Incoming Faves = ; Q“ Incoming Faxes Bl Person03 e Incaming Faxes EEE]
l» Outgoing Faxes Bl ) Outgoing Faxes Eld Person03 Outgoing Faxes
ﬁ Archived Faxes a @ Archived Faxes a ¥ Perzond? Archived Faxes
Bl
Bl=
[H6a
Bl

Note: Your administrator can select one or another of these categories
for your default fax list view. For example, if incoming faxes is
your default fax list view, only incoming faxes are displayed in the
manager when you log on. You must highlight another category in
the tree view to see the faxes in that category in the fax list view.

The administrator can also decide what status of fax is displayed
in the fax list view. For example, an administrator can specify that
your outgoing failed faxes are not listed immediately at log on, but
only when you highlight Outgoing in the tree view. Whether
incoming or outgoing, faxes can be current or archived. Current
faxes are those you have neither deleted nor archived.

Faxes can be archived only if you, or an administrator, enable the
archiving options in your User Properties. The faxes you delete from
the incoming or outgoing views are moved to the archive view. If
archiving is not enabled, the faxes you delete are simply removed.

Archived faxes are removed by the same delete operation. However, an
administrator must grant you the right to delete archived faxes.

LightningFAX User Guide 23



Chapter 3 Introducing the Manager

Fax List Display

| Infia I
Last Mame I

First Mame

Submitted/Received Time

Completed/écknowledged Time |

24

Company
Subject

Status I

By default, the Fax List displays fax information in seven columns:
Info, First Name, Last Name, Submitted/Received Time,
Completed/Acknowledged Time, Company, and Subject. However,
you can adjust the column headings to display any information
available in Fax Details.

By default, faxes in the fax list are sorted on Submitted/Received Time
in descending order. The most recent faxes appear first. If you wish
you can select any column heading as the sort key and choose either
ascending or descending sort order.

the fax’s status as an icon

the fax recipient’s first name (this field is blank in faxes you receive)
the fax recipient’s last name (this field is blank in faxes you receive)
the date and time you submitted or received the fax

the date and time your fax transmission was completed or when your
system acknowledged receiving a fax

the company name, if one was specified
the subject, if one was specified
the fax’s status as text

You can change the column headings if you wish by (a) deleting a
column heading, (b) changing a column heading for another, and (c)
inserting a new column heading.
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Incoming and Outgoing Fax Status

An incoming or outgoing fax has a specific status dictated by the stage
in processing.

QOutgoing Fax Status

EIE.. Outgaoing Faxes
=-{3] Current

Incoming Fax Status

L:—_Ill;ll" [hizoming Faxes
#-{] Current

H-{2] Archive H-{2] Archive

-4 Current/drchive -4 Current/drchive
~{ffin Mew {EI Postponed
-3 Viewed g W aiting for Fetry

Printed

g Wiewed and Printed
~{ffis Mew Failed

4= Suspend

2 Processing

- Proceszed

--[3€] Rejected

g Feady to Send

-~ fet LCF waiting for Retry
£ Preprocessing

Legend
Waiting for Retry is red.
Ready to Send is Green.

Note: Messages delivered or received through an email gateway use the
same icons to indicate their status. However, not all status are

applied.

Your default tree view might not display incoming faxes with a
status of Processed or Rejected.

Status begun with the letters LCR refer to least cost routing and load
balancing, a means of sending faxes over the Internet to reduce long
distance charges. Your network may or may not be using least cost
routing.

It may not be necessary to add that selecting a fax status with the
cursor displays the faxes with that status in the fax list.

Faxes can be sent to one or several recipients. When sent to two or
more recipients, they are called broadcast faxes.

An icon in the shape of a page identifies both kinds of transmissions.
However, the icon identifying a broadcast fax has multiple pages and is
turquoise.

A fax being transmitted to a single recipient has the status Sending,
and if it is successful, has a green check-mark beside it and its status is
Sent.
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A broadcast being transmitted has the status Processing, and if it is
successful, receives a green check-mark beside its icon and its status is
changed to Processed.

I Info | Last Mame | Firsk Mame | Submitted/Received Time < | Completedfdcknowledged Time | Comparry | Subiject | Skatus |
=:=: 14:46:31 Z8/05)2004 14:46:31 28/05/2004 Inkerstar Inc. kesk Sent
==== 14:47:08 23/05/2004 14:47:08 23/05/2004 Interskar Inc. test 2 Sent
14:47:49 Z3/05)2004 14:47:49 Z58/05/2004 Interstar Inc, kest 3 Sent
=:=: 14:49:07 Z8/05)2004 14:49:07 28/05/2004 Inkerstar Inc. kest 4 Sent

e 9 14:49:55 23/05/2004 144356 28/05/2004 broadcast  Processed
e 14:51:353 PRINGIPON4 14:51:34 28/05/2004 broadcast 2 Processed
e 9 Broadcast Faxes 14:53:03 28)05/2004 brodcast 3 Processed
e 9 D ki 14:53:42 28/05/2004 broadcast 4 Processed
ngg ' 14:54: 24 Z3/05)2004 14:54:25 Z8/05/2004 broadcast 5 Processed

The File Menu

Login allows you to log on to LightningFAX and to select any valid fax

Loqir... ]
=d server in the network.

LChange Pazsward...

Change Password lets you change your LightningFAX user password, if
your administrator assigned one. A window prompts you for your
current password, the new password, and a confirmation of the new
password.

Exit

Exit closes the manager.

The Edit Menu

Properties displays a window with a series of tabs in which you can
specify the following information.

Information Specifies sender information, that is, information such
as your first and last names, a salutation, your company
name, etc.

This information is automatically passed to the
corresponding variables in the fax cover sheets that
introduce your faxes.

Routing Forwards faxes automatically to another user in the
LightningFAX network.

If your administrator has given you the rights, you can
also specify a Direct Inward Dialing (DID) number and
enter a printer ID number.

User Specifies your archiving, printing, deleting, and
Settings notification
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Search |
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Frequency

Fax Settings

Preferences

E-Mail
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Specifies how frequently LightningFAX is to poll the
server to learn if you have new faxes and the rate at
which you are notified of events like fax receipt or
transmission failure.

Specifies your Call Station Identification (CSID), a
callback number, number of retries, suffix and prefix,
and a fax header.

Alters the tree view presented by the manager. The
default restricted view of the LightningFAX network has
already been illustrated. The unrestricted view is
detailed later in this chapter.

Users with Super User status can select either view, and
specify whether other users should be displayed in the
tree view.

Specifies your preferences for notification if you use
your email program to send faxes.

One of the LightningFAX gateways must be installed in
your network if specifications in this tab are to be
functional. This tab does not appear if no gateway is
installed.

The Properties menu selection is available only when your user ID is
highlighted in the network view.

Note: The administrator can specify all of the above information for you.

However, you can override most of these settings using the
Properties menu selection.

However, the administrator can set your archiving options and
your printer ID; and enter your CSID, callback number, number of
retries, fax header, suffix, and prefix; and prevent you from
changing them.

Search looks for a text string in all the faxes listed, including
broadcasts. You can filter the search by current and archived faxes,
specify that only faxes of a certain status be searched, and specify a
date or period of time.

If you select Search in a broadcast list, the search is only executed on
the faxes within the broadcast itself.
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The Fax Menu

View, ..
Prinkt Faxes...

Edit...

Show Details, .
Print Dekails. ..

Rerauke. .
Route, ..
COpY .
Resubmit
Send To

Pause
Stop Transmission
Delete

Select Al
Unselect Al

Send List To

k

28

View opens the highlighted fax in the viewer.
Print Faxes print the highlighted fax.

Edit lets you edit or enter information about the recipient of the
highlighted fax.

Show Details displays detailed information the highlighted fax.
Print Details prints the same information.

Reroute is only enabled for administrators. It takes a received fax and
re-runs it automatically through the routing process.

Route redirects highlighted faxes to a single recipient in the network.

Copy copies the highlighted fax to one or more recipients in the
network.

Resubmit resubmits failed, paused, or previously sent faxes. You can
resubmit the fax immediately by choosing Resubmit = Now or schedule
transmission for a later time by choosing Resubmit = Later.

Send To = Mail Recipient launches your e-mail program. The
highlighted fax is included as an attachment. Send To = SendFAX
launches SendFAX with the highlighting fax already inserted.

Pause suspends transmission of the highlighted fax. It can be applied
to any fax whose status is Ready to Send, Waiting for Retry or
Postponed. Resubmit resumes transmission.

Stop Transmission terminates transmission of the highlighted fax,
setting the status to Failed. It can be applied to any fax whose status
is Sending. LightningFAX finishes the page in transmission before
stopping transmission. You can use the Resubmit menu selection to
resubmit a failed fax.

Delete removes all highlighted faxes. If you or your administrator
have enabled archiving, deleted faxes are moved from the current list
to the archive.

Select All highlights all faxes.
Unselect All clears all highlighting of selected faxes.

Send List To sends the fax list to a file or to a printer. The list is
ordered in columns, the labels are used as column headings.
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The Tools Menu

SendFdx

Phaore Book
Cover Sheet Editar
Wigwer

Prafile Management

The Refresh Menu

LightningFAX Ma

LightningFAX User Guide
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SendFAX launches SendFAX.

PhoneBook launches the phone book. See Chapter 8 Introducing Phone
Books for details.

Cover Sheet Editor launches the cover sheet editor. See Chapter 10
Introducing the Cover Sheet Editor for details.

Viewer launches the viewer. See Chapter 9 Introducing the Viewer for
details.

Profile Management opens the Profile Management window. See
Chapter 11 Introducing Profiles for details.

Refresh updates the LightningFAX window, instructing LightningFAX
to search the server for any new faxes. The time shown on the status
bar is also updated.

nager Pop-up Menus

Pop-up menus, displayed when you select your user ID, a fax, or a
broadcast fax in the fax list view offer most of the menu selections
described above. Only the additional selections these pop-up menus
make available are described here.

User ID Pop-Up Menu:The following menu becomes available when
you right-click after highlighting your user ID.

_’;‘_LightningFAX Manager - Business Personl2 on new-york
File Edit “iew Fax Toolz Hefreshl Help
El_*_ ELisiness el : I fo | Last Hame I First M ame
S Incor User Properties.. o
p 0wt I i Perzon04 Buginess
[ Archi Refresh
=62
e Perzon03 Business
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Fax Pop-Up Menu:The following menu becomes available when you
right-click in the fax list view after highlighting a fax sent to a single

30

Lask Mame

Srnikhy

recipient.
First Marme
best

View... 28052004 14:47:08 25/05/2004 Inkterskar Inc. tesk 2
Prink Fax. .. 2805 2004 14:47:49 25/05)2004 Interstar Inc.  test 3 Sent
Edit... 28052004 14:49:07 28/05/2004 Interstar Inc,  test 4 Sent

2805/ 2004 14:49:56 25/05/2004 broadcast  Processed
Show Details. .. 28/05/2004 14:51:34 280512004 broadcast 2 Processed
Print Details. .. 28105/ 2004 14:53:03 28)05/2004 brodcast 3 Processed
N 28105/ 2004 14:53:42 28/05/2004 broadcast 4 Processed
—— 28052004 14:54:25 258/05/2004 broadcast & Processed
. 28,05/ 2004 15:19:36 26052004 Failed
S 2805/ 2004 15:36:45 25/05/2004 Memo Processed

28052004 Mermo T
Send To 3

28105/ 2004 memo 2 Mty
Pause 28052004 15:37:45 28/05/2004 memao 2 Sent
Stom Tramsmissian
Delete
Send Lisk To

Send List To displays a sub-menu through which you send the list to a
file or a printer.

If you select File, you can enter a file name or click Browse to
navigate to an existing file that you intend to overwrite. A check box
allows you to include the labels of the fax view list as column headings.
A second check box specifies that all faxes included in a broadcast be
written to the file. Although available when any fax is highlighted, this
check box is functional only when a broadcast fax is highlighted.

Two radio buttons allow you to include all faxes in the list or only
selected ones.

If you select Printer, you send the fax list to the printer. One, several,
or all faxes can be selected and you can select the printer if several are
available.
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Broadcast Fax Pop-Up Menu: The following pop-up menu becomes
available when you right-click in the fax list view after highlighting a
broadcast fax.

| Last Mame | Firsk Mame | Subritted|R eceived Time | CompletedfAcknowledged Time | Canmpany | Subject | Stakus
14:46:31 25/05/2004 14:46:31 25/05/2004 Interstar Inc,  test Sent
14:47:08 26/05/2004 14:47:08 26/05/2004 Interstar Inc.  tesk 2 Sent
14:47:49 25/05/2004 14:47:49 25/05/2004 Interstar Inc,  kest 3 Sent
14:49:07 25/05/2004 Interstar Inc.  test 4 Sent

Explore

Edit...

Show Details, ..
Print Details. ..

Raute ba, ..

Copy. .,

Resubmit 2
Send To r

Pause
Stap Transmission
Delete

14:49:07 28/05/2004

g 12004 4149:5 ] g broadcast
14:51:33 25/05)2004 14:51:34 25/05/2004
14:53:02 28/05/2004 14:53:03 25/05/2004
14:53:41 25/05/2004 14:53:42 25/05/2004
14:54:24 26/05/2004 14:54:25 26/05/2004

broadcast 2 Processed
brodcast 3 Processed
broadcast 4 Processed
broadcast 5 Processed

Send List To »

LightningFAX Manager - Administrator on localhost

File Edit %iew Fax Tools Administrator  Refresh! Help

15:02:59 Z3/05/2004 15:19:36 Z3/05/2004 Failed
15:36:44 26/05)2004 15:36:45 256/05/2004 Memo Processed
15:36:45 26/05/2004 Memo Mew
15:37:45 Z8/05/2004 memo 2 Tew
15:37:45 28/05/2004 15:37:45 25/05/2004 mema 2 Sent
[aitermict Inaam -

Explore modifies both the network and the fax list view to display the
faxes in the broadcast.

=10l

Uy Broadcast Head

I Info | Last Marne | First Mame | Subrnitted{Received Time | CompletediAcknowledged Time | Comparn | Subject | Status

49 14:49:56 28{05/2004 14:49:56 28{05/2004 broadcast  Sent
49 14:49:56 28{05/2004 14:49:56 28052004 broadcast  Sent
49 14:49:56 28{05/2004 14:49:56 28052004 broadcast  Sent
ﬁf 14:49:56 25/05/2004 14:49:56 25/05 2004 Interstar Inc.  broadcast  Sent

|Ready

[4item(s) 0940

A

Delete Colurmn
Change The Column For ...
Inzert ...... After The Calurmn

You select any faxes included in the broadcast as you would any fax
listed in the fax list view. The same menu selections and operations are

available.

Click to return to the default view.

Column-Headings Pop-up Menu When you place the cursor over the
column headings and right-click, the Column-Headings pop-up menu
is displayed. This menu allows you:

Q to delete the column heading below the cursor

Q to select a different column heading to replace the column heading
below the cursor

Q to insert a new column heading immediately after the column heading
below the cursor

Whether you choose Change The Column For or Insert After The
Column, the following submenu selections are available.

LightningFAX User Guide
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Item [termn k
. . Statusz . .
Time And Size Error Code Time And Size Subrnitted/R eceived Time
Transmizsion Flesource Transmiszion Completed/dcknowledged Time
Destination Deztination Duration Time
. Mezzage 1D . i :
Mizcellaneous Mizcellaneaus Scheduled Time/Fouted Time
LCR * LCR Archived Time
Line 3 Line Mumber of Files
Routing » Bouting Pages Sent
Fages Submitted/R eceived
Item 3 Item 3
Time &nd Size » Time And Size  *
Transmission Femote CSID Tranzrmission #
Destination D estination Doty Last M arne
Mizcellaneous Fricrity Mizcellaneous First Name
LCR Speed I—‘FH Carnpary
Line Fram Line _ Subject
Bauting ] Houting Application Marne
Document Mame
Ibern r Item ]
Time And Size  # Time And Size ¢
Transmizzion k Tranzmizzion  F
Destination k Destination 3
Mizcellansous  * dizcellaneous ¥
. Llzer D
LCR 4Pl Tag LFH LCR Infarmation
Line Line r
= AP Tag 2 .
Hoaouting Bauting 4
Sender Billing Code
Sender Sub Billing Code
Recipient Biling Code
Recipient Sub Billing Cade
Iterm r [tem r
Time And Size # Time &nd Size »
Tranzmizzion  # Transmizzion  »
Desztination r Destination r
Mizcellaneous Mizcellaneouz  »
LCR » LCR 3
Line : Signal Strength Lz : ¢
Bouting Signal Cuality ST String
Lire Moize Methad

Channel Mumber

Only summarized here, the definitions of the values these column
headings represent can be found in Chapter 4 Fax Details Information.
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Edit Fax Information

View Fax Details

4

In the manager, select the fax in the fax list.
Choose Fax = Edit or right-click and choose Edit.

You can enter any combination of First Name, Last Name, Company,
and Subject. The entries appear with the fax in the fax list.

Click save.

In the manager, select a fax in the fax list.
Choose Fax = Show Details or right-click and choose Show Details.

Select the General tab to display Sender, Item, and Time and
Size Information.

To display Transmission Information, select the Specific tab.

To display Least Cost Routing and Miscellaneous Information, select
the Other tab.

Click view if you wish to view the current fax in the viewer.
Click Print Details to print the details.
Click close.

Send Fax List Information to a File

LightningFAX User Guide

The destination file can be a Microsoft® Excel comma separated file,
(.csv) or a text file (. txt). Only the information pertaining to the
columns displayed in the fax list is sent to the file.

1

2

In the manager, select one or more faxes in the fax list.

Choose Fax = Send List to = File or right-click and choose Send
List to=File.
Type a name, applying either the .csv or the . txt extension or use

Browse to navigate to an existing file of either format to be
overwritten.

Under Range, select A11 Items if the information for all faxes is to be
sent to the file. Select Selected Items if only the faxes you selected in
step 2 are to be considered.

Under Options, select Add Column title if you wish to include the fax
list column headings.

To include each component fax of a broadcast fax, select Add
Broadcast Items.

Click Ox.
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Send Fax List Information to a Printer

Only the information pertaining to the columns displayed in the fax
list is sent to the file.

1 In the manager, select one or more faxes in the fax list.

2 Choose Fax = Send List to = Printer or right-click and choose
Send List to = Printer.

3 Enter the printer information required.
4 Click ox.

Add a Column Heading

1 In the manager, position the cursor over a column heading. The new
column heading will appear to the immediate right.

2 Right-click and choose Insert ... after the column.
3 Select the new column heading from the sub-menu. For example,
choosing Item = Status inserts the column heading in the fax list.
Replace a Column Heading

1 Inthe manager, position the cursor over the column heading you wish
to replace

2 Right-click and choose Change the column for.

3 Select the new column heading from the sub-menu.

Delete a Column Heading

1 Inthe manager, position the cursor over the column heading you wish
to delete

2 Right-click and choose Delete the Column.

Managing Faxes

Operations include viewing and printing faxes, transmitting faxes from
the manager, deleting and —for administrators only— archiving faxes,
and searching within the fax list.

View a Fax

1 In LightningFAX Manager, select the fax in the fax list.

2 Choose Fax = View or right-click and choose View. LightningFAX
Viewer is launched, displaying the first page of the fax.

Print a Fax

34
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In LightningFAX Manager, select the fax in the fax list.
Choose Fax = Print Faxes.

Select the printer options required.

Click ox.

A W N
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Transmitting from LightningFAX Manager

Copy a Fax

Pause a Fax

Reroute a Fax

In addition to several means of sending a fax, you can pause or stop
fax transmission.

1 In the manager, select the fax in the fax list.
2 Choose Fax = Copy or right-click and choose Copy.

Use Group to select the group the recipient belongs to. Select 211
Groups to make all members of all groups available for selection.
Select Ungrouped Users to make recipients who do not belong to any
group available.

3 Under User List, select a recipient.
Click add. Click Add 211 to copy to all recipients in User List.

To correct any errors, select a recipient under Recipient List and
use Remove or Remove All.

5 Click copy.

Pause can be applied only to faxes with a status of Ready to Send.

1 In the manager, select a fax with a status of Ready to Send.
2 Choose Fax = Pause or right-click and choose pause.

3 Click ves.

Reroute is only enabled for administrators. It takes a received fax and
re-runs it automatically through the routing process.

1 In the manager, select a received fax in the fax list.
2 Choose Fax = Reroute or right-click and choose Reroute.

3 Click Yes when prompted.

Route Faxes Manually

LightningFAX User Guide

Routed faxes are removed from the fax list.

1 In the manager, select the fax in the fax list.
2 Choose Fax = Route or right-click and choose Route.

Use Select a group to select the group the recipient resides in. Select
A1l Groups to make all members of all groups available for selection.
Select Ungrouped Users to make recipients who do not belong to any
group available.

Use Select a user to select the recipient. Administrator is offered
by default.

3 Click Route.
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Resubmit a Fax

Resubmit can be applied only to failed, paused, or successfully
transmitted faxes. If you wish to resubmit a broadcast fax, you must
select one of its component faxes.

1

4

In the manager, select a fax with a status of Failed, Paused, or Sent in
the fax list.

Choose Fax = Resubmit or right-click and choose Resubmi t.
Click Now.

You can change the prefix, the long distance code, the area code, the
fax number, and the suffix if necessary.

Click Resubmit.

Resubmit a Fax at a Later Time

Resubmit can be applied only to failed, paused, or successfully
transmitted faxes. If you wish to resubmit a broadcast fax, you must
select one of its component faxes.

1

4

In the manager, select the fax with a status of Failed, Paused, or Sent
in the fax list.

Choose Fax = Resubmit or right-click and choose Resubmit.
Click Later.
Use Date to specify a date. Use Time to specify a time.

Click Phone if it is necessary to change the prefix, the long distance
code, the area code, the fax number, or the suffix.

Click Resubmit.

Send a Fax as Email

1

2

Fax a Fax

36

In the manager, select one or more faxes in the fax list.

Choose Fax = Send to = Mail Recipient or right-click and choose
Send To = Mail Recipient.

Your default e-mail program is launched with the selected faxes
included as attachments.

Address and send the e-mail.

In the manager, select one or more faxes in the fax list.

Choose Fax = Send to = SendFAX or right-click and choose Send To
= SendFAX.

SendFAX is launched with the selected faxes inserted.
Address and send the fax.
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Stop Fax Transmission

Delete a Fax

Search the Fax List

Stop Transmission can be applied only to faxes with a status of
Sending.

1
2

In the manager, select a fax with a status of Sending.

Choose Fax = Stop Transmission or right-click and choose
Stop Transmission.

Click Yes. The status is updated to Failed.

Faxes with a status of Ready to Send, Sending, LCR Ready, LCR
Sending, and LCR Waiting for Retry cannot be deleted.

1
2

In the manager, select one or more faxes in the fax list.
Choose Fax = Delete or right-click and choose Delete.

If archiving options and archiving notification are enabled, a message
confirms that the deleted files will be archived.

If archiving options alone are enabled, a message confirms deletion.

If archiving options are not enabled, a message warns that the faxes
will be deleted without being archived.

Confirm or cancel deletion.

You can specify a variety of means and search criteria.

Search Fax List by Text

LightningFAX User Guide

Text searches are applied to the values displayed under the First
Name, Last Name, Company, and Subject column headings.

1

In the manager, choose View = Search. The fax list is modified to
allow you to enter search criteria.

If necessary, use Filter to search current faxes, archived faxes or
both.

If necessary, use Status to search only faxes of a particular status.

Type the search string in the Search Text field. The search string can
include any values you expect to find in the First Name, Last Name,
Company, and Subject columns.

Click search.
The fax list will display all the faxes that met your search criteria.
Perform the operation you wish.

Click close to restore the fax list view.
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Search Fax List by Fax Status

1

4
5

In the manager, choose View = Search. The fax list is modified to
allow you to enter search criteria.

If you wish, use Filter to search current faxes, archived faxes or both.
Use Status to select a particular fax status.

Click search.

The fax list will display all the faxes that met your search criteria.
Perform the operation you wish.

Click close to restore the fax list view.

Search Fax List by Date

1

4
5

In the manager, choose View = Search. The fax list is modified to
allow you to enter search criteria.

If you wish, use Filter to search current faxes, archived faxes or both.
If you wish, use Status to search only faxes of a particular status.
Use Date to select Today, From 1 week, or From 1 month.

Click search.

The fax list will display all the faxes that met your search criteria.
Perform the operation you wish.

Click Close to restore the fax list view.

Search Fax List by Date - Advanced

1
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In the manager, choose View = Search. The fax list is modified to
allow you to enter search criteria.

If you wish, use Filter to search current faxes, archived faxes or both.
Use Status to search only faxes of a particular status.

Use Date to select Custom.

Use Start Date to select the starting date of your search.

Use End Date to select the ending date of your search.

Click search.

The fax list will display all the faxes that met your search criteria.
Perform the operation you wish.

Click close to restore the fax list view.

LightningFAX User Guide



Fax Details Information

The Show Details menu selection of the manager displays detailed
information about a fax selected from the fax list. This information can
be viewed, but not modified.

Much of the information is common to all types of faxes, however, in a
few cases, the fields displayed for outgoing, broadcast, and incoming

faxes differ.
General Fax Details

Incoming Faxes

Sender Information

Field

Description

Last Name

First Name

Company

Subject

LightningFAX User Guide

The last name you specify through the Edit menu
selection of the manager.

The first name you specify through the Edit menu
selection of the manager.

The company you specify through the Edit menu
selection of the manager.

The subject you specify through the Edit menu
selection of the manager.
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Item Information

Field

Description

Status

Error Code

Item Type

Media Type
Resource

Message ID

Time and Size Information

Received Time

Ack. Time

Duration Time

Routed Time

Number of Files

Pages Received

The present status of the fax.

A failed transmission generates an error code.
Click More for details. The value zero indicates
that no error occurred.

indicates if the item is a broadcast head, archive
or a single item.

indicates the media type, the value is Fax.
indicates the resource used to transmit the fax.

A unique ID number assigned by LightningFAX
for the selected fax. This ID number can be used
to trace the fax at a later time.

The time and date a document was received by
the Default Recipient before being routed to the
final destination by an administrator or Super
User.

In an environment where DID is implemented,
the time and date indicate when a document was
received by the DID number of the user.

Acknowledged Time indicates the time an item
was viewed by the recipient.

The actual transmission time indicated by the fax
board.

The time and date the fax was routed to the final
destination is indicated as the routed time.

If you receive a multi-page document, each page
in your document is a file. A 10-page document
will have 10 files. However, if you receive in
multi-page TIFF format all the pages of your fax
document are embedded in a single file.

The number of pages received.

LightningFAX User Guide



Outgoing Faxes

Destination Information

Chapter 4 Fax Details Information

Field

Description

Last Name

First Name

Company

Subject

Application Name

Document Name

Item Information

The last name you specify through the Edit menu
selection of the manager.

The first name you specify through the Edit menu
selection of the manager.

The company you specify through the Edit menu
selection of the manager.

The subject you specify through the Edit menu
selection of the manager.

The name of the application used to send the fax.

The filename of the document sent.

Field

Description

Status

Error Code

Item Type

Media Type
Resource

Message ID

Has Cover Sheet

Time and Size Information

The present status of the fax.

A failed transmission generates an error code.
Click More for details. The value zero indicates
that no error occurred.

indicates if the item is a broadcast head, archive
or a single item.

indicates the media type, the value is Fax.
indicates the resource used to transmit the fax.

A unique ID number assigned by LightningFAX
for the selected fax. This ID number can be used
to trace the fax at a later time.

The value Yes or No appears.

Field

Description

Submitted Time

Completed Time

Duration Time

LightningFAX User Guide

The time and date a document was initially
submitted for transmission.

indicates the time when the LightningFAX driver
actually completes the transmission.

The actual transmission time indicated by the
fax board.
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Scheduled Time LightningFAX can be configured to send a fax
within a specific period of time. For example, you
may want to save on long distance charges by
sending your faxes only during the discounted
hours. LightningFAX indicates the beginning of
that time period in this field.

Number of Files If you send a multi-page document, each page in
your document is a file. A 10-page document will
have 10 files. However, if you send in multi-page
TIFF format all the pages of your fax document
are embedded in a single file.

The number of files for Outgoing Head Broadcast
faxes indicates the total number of fax recipients.

Page Submitted The number of pages submitted for transmission.
Pages Sent The number of pages transmitted.
Archived Time The time and date a document was stored in the

archive database.

Specific Information

Transmission Information

Incoming and outgoing faxes display the following fields as
Transmission Information.

Field Description
Local CSID Your Call Station ID (outgoing only).
Callback Number Your callback number for outgoing faxes; the

sender’s call back number for incoming faxes
(outgoing only).

Remote CSID The sender’s CSID detected on an incoming fax.
Fax Number indicates the destination fax number (outgoing
only).

Number of Retries indicates the number or retries left before
Left SendFAX stops attempting to transmit and sets
the fax status to Failed (outgoing only).

Priority LightningFAX provides a 1-10 priority level to
users. Level 1 is the highest priority level and can
only be used by users granted this privilege by
the administrator. The default priority level is

three.
Speed indicates the speed of transmission in baud.
Channel Number indicates the channel of the fax board used to

transmit the fax.
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Field

Description

Routing String

Routing Method

indicates the user ID of the person who routed
the fax to you or the routing information used for
automatic routing using DID, DTMF, DNS, etc.
(incoming only)

indicates whether routing was automatic or
manual (incoming only.)

Other Details includes information on Least Cost Routing, which
applies only to outgoing faxes, and miscellaneous information. The
fields are identical for both incoming and outgoing faxes..

Field

Description

Message ID

Resource

Server Address

Server Port

User 1ID

API Tag

API Tag 2

This is a unique identifier assigned by
LightningFAX for the selected fax item. This ID
number can be used to trace the fax at a later
time.

indicates the resource used to transmit the fax.

indicates the IP Address of the Fax Server that
transmits the selected fax item. In a network
making use of least cost routing, this may not be
the IP address of the fax server you logged in to.

indicates the port number of the server that
transmits the selected fax item.

indicates your user ID.

indicates the API tag number associated with the
fax, which could be used by a system integrator
for any purpose.

offers an additional API field receiving a number
as large as 10 digits.

Incoming or outgoing faxes display the following fields in two
categories: Sender or Recipient.

Billing Code

Sub Billing Code

indicates the billing code assigned by the fax
sender.

indicates the sub billing code assigned by the
fax sender.
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5 Managing User Properties

This chapter describes how you can modify your user properties,
whether to select a printer or to change transmission settings or to
change your personal and company information.

Like your faxes, your user properties are managed through the
manager.

Launching the Manager

Choose Start = Programs = LightningFAX = LightningFAX
Manager.

_’;‘_LightningFAX Manager - Your UserlD on new-york M= E3
File Edit “iew Fax Toolz Befreshl Help
=1 & “Your UserD Info | Last Mame | First Mame | Submitted/Re... © | Can

~[1* Incoming Faxes

-y Outgoing Faxes
|2 Archived Faves

| | ]

|Fi eady

Oiemis]  [11:204M
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Information Routing User Settings Frequency
Personal Name Fax Forwarding Archiving Refresh Rate
Company Printer ID Options Manual Refresh
Contact Numbers Prl?tlng Notification
Options Rate
Deleting
Options
Notification
Options
Fax Settings Preference E-Mail
Number of Default Tree Notification

Retries View E-mail Address
CSID, Callba.ck Arch}ve . LightningFAX
Number, Prefix, Confirmation Gateway

Suffix, and Fax
Header

Access User Properties

Q Select your user ID in the manager, right-click choose User

Properties.

%\ QALABDG Administrator Properties ilil
E -mail I Group I Lizt Settings I Security
Informaticn | Fiouting I Uzer Settings I Frequency I Fax Settings I Freference

— Personal Mame
Smmmmmﬂ
Htham&l
LastName:I
Job Title: |
— Comparny — Contact Mumbers
Name:l Phane:l
Address: Pagenl
Faxl
DW:I Eﬂmmnl
Stae/Province: I E-mail
Euwﬂw:l
£ip I:n:u:Ie:I

| ] 4 I Cancel Apply Help
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User and Group Properties

Individual users and groups share many properties. When specified at
the group level, a property’s value is applied to the same property at
the user level if and only if no value is specified at the user level.

For example, if company information is specified at the group level and
you belong to that group and have no company information specified
in your user properties, your company information is the information
specified for the group.

You can change that information by accessing your user properties and
entering company information. In other words, user properties
override group properties.

Administrators can prevent you from changing some properties by
applying an Administrator Lock. When they do, you will not be able to
make entries to the field in question.

Change your Password

Specify Personal

In the manager, choose File = Change Password.

Enter your current password.

w N =

Enter and confirm your new password.
4 Click Ok.

Information

1 In the manager, select your user ID, right-click and choose
User Properties.

Select the Information tab.

3 Type a Salutation, First Name, Last Name and Job Title,
if applicable.

First Name and Last Name should not be confused with the user
ID. By default, users are identified in LightningFAX manager by user
ID. First and Last names appear after the user ID only if they are
added here.

4 Click ox.

Note: Personal information can also be specified in profile. If a profile
is used, the personal information entered through user
properties is overridden.

Specify Company Information

LightningFAX User Guide

1 Inthe manager, select your user ID, right-click and choose
User Properties.

Select the Information tab.

Type the name and address information for the company in the
appropriate fields.

4 Type your contact numbers and e-mail address.
5 Click OK.

Note: Company information can also be specified in profile. If a
profile is used, the company information entered through user
properties is overridden.
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Specify Fax Settings

Administrators can prevent you from changing these settings by
applying an Administrator Lock.

1

In the manager, select your user ID, right-click and choose
User Properties.

Select the Fax Settings tab.

Click Use these settings.

Type a Call Station ID (CSID), if desired.
Type a Callback Number, if desired.

Type a Prefix, if necessary. For example, some fax machines require
that the number 9 be dialed to acquire an outgoing line. If that is the
case, the entry 9, would be made here.

A comma can be used to specify a pause of one second. Whether such
pauses are necessary is determined by the requirements of the
telephone company or the PBX.

Type a Suffix, if necessary. For example, some telephone or PBX
networks require the user to enter a code immediately after dialing a
long distance number. If that is the case, the entry is made here.

If a fax header is to be included, click Edit Fax Header and define
the header.

Click Ox.

Note: If specified here, a CSID and a Callback Number override the
CSID and callback Fax Number specified at the resource level.

Specify Number of Retries

1

2

3
4

In the manager, select your user ID, right-click and choose User
Properties.

Select the Fax Settings tab.
Specify a Number of Retries. The default is three.
Click ok.

Specify Notification Options

Notification takes the form of the appropriate message displayed in a
pop-up window. Notification messages are displayed when the
manager is running and immediately upon launching the manager.

1

In the manager, select your user ID, right-click and choose
User Properties.

Select the User Settings tab.

Under Notifying Options, select Notify Success to notify after
successful outgoing transmission.

To notify after outgoing transmission failure, select Notify Failed.
To notify after incoming fax receipt, select Notify New.

To notify after incoming fax failure, select Notify New Failed.
Click ok.
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Specify Email Notification Options

Email options are specified when an email gateway is installed. These
options redirect incoming faxes from the Default Recipient in the
manager to the user's email inbox and specify any desired notification
options.

It should not be necessary to underline that e-mail options are
meaningless if no gateway is installed and, of course, you must know
which email gateway is being used.

1 In the manager, select your user ID, right-click and choose User
Properties.

2 Select the E-mail tab.

3 Select Notify Success to notify the user after successful
outgoing transmission.

To notify after failed outgoing transmission, select Notify Fail.
To notify after new incoming transmission, select Notify New.
4 Type the E-mail Address.

Note: If the gateway for R/3 is installed, the entry to E-Mail Address
is your R/3 user's personal fax number.

5 Select the gateway.
6 Click Ok.

Change Notification Rate

Notification rate represents the interval LightningFAX waits before
polling for new notification messages. Notification rate cannot be
changed from the default if Notifying Options have not been specified.

1 In the manager, select your user ID, right-click and choose
User Properties.

2 Select the Frequency tab.

3 Under Notification Rate, position the slider nearer to High or to
Low.

4 Click Ok.

Specify Archiving Options

LightningFAX User Guide

Administrators can prevent you from changing archiving options by
applying an Administrator Lock.

1 In the manager, select your user ID, right-click and choose
User Properties.

2 Select the User Settings tab.

3 Under Archiving Options, select Archive Details to archive fax
details only.

To archive both messages and details, select Archive Messages
and Details.

4 Click Ok.
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Specify Deleting Options

If archiving is enabled, deletion removes faxes from only the manager;
the faxes remain in the archive. If archiving is not enabled, deletion
permanently removes the fax message. An administrator must
authorize the deletion of archived items.

An administrator can prevent you from changing deleting options by
applying an Administrator Lock.

1 In the manager, select your user ID, right-click and choose
User Properties.

2 Select the User Settings tab.

3 Under Deleting Options, select Delete after Success to
automatically delete fax messages after successful outgoing
transmission.

To automatically delete fax messages after outgoing transmission
failure, select Delete after Fail.

To automatically delete incoming fax messages after printing, select
Delete after Printing New.

To automatically delete incoming fax messages after failure, select
Delete New Failed.

4 Click oK.

Archiving Confirmation on Deletion

If archiving options are selected and an administrator has instructed
LightningFAX to confirm archiving on deletion, LightningFAX informs
you that the fax you are deleting will be archived.

If archiving options are not selected and confirmation is set,
LightningFAX informs you that the fax you are deleting will not be
archived. You can cancel deletion.

If archiving options are selected and confirmation is not set,
LightningFAX asks you to confirm deletion.

To change whether confirmation messages are displayed or not
displayed:

1 In the manager, select your user ID, right-click and choose
User Properties.
2 Select the Preference tab.

3 Select or deselect Confirm whether items will be archived
when deleted.

4 Click ox.
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Select a Printer

An administrator must first configure a printer and tell you the
printer’s ID number before you can select it. Administrators
can prevent you from changing this setting by applying an
Administrator Lock.

1 In the manager, select your user ID, right-click and choose
User Properties.

2 Select the Routing tab.
3 Under Printer ID, type the Printer ID.
4 Click Ok.

Specify Printing Options
An administrator can prevent you from changing this setting by
applying an Administrator Lock.

1 In the manager, select your user ID, right-click and choose
User Properties.

2 Select the User Settings tab.

3 Under Printing Options, select Print Details on Success to
automatically print fax details after successful outgoing transmission.

To automatically print fax details after outgoing transmission failure,
select Print Details on Failed.

To automatically print fax details on incoming fax receipt, select
Print Details on New.

To automatically print fax details when an incoming fax fails, select
Print Details on New Failed.

To automatically print the fax after successful outgoing transmission,
select Print Message on Success.

To automatically print the fax after outgoing transmission failure,
select Print Message on Failed.

To automatically print the fax on incoming fax receipt, select Print
Message on New.

To automatically print the fax when an incoming fax fails, select Print
Message on New failed.

4 Click oOx.
Specify Fax Forwarding

1 In the manager, select your user ID, right-click and choose
User Properties.

2 Select the Routing tab.
3 Under Forwarding Faxes, select Forward to.

Use the Group list to display only members of a given group or to
display all ungrouped users.
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5 Select a LightningFAX user as the recipient.

6 Click Transfer if faxes are to be transferred. Click Duplicate if faxes
are to be copied.

7 Click OK.

Change the Refresh Rate
Refresh rate is the frequency at which the manager updates the display
of fax messages.

1 In the manager, select your user ID, right-click and choose
User Properties.

2 Select the Frequency tab.
3 Position the slider under Refresh Rate nearer to High or to Low.

4 Click oK.

Select Manual Refresh
The refresh rate slider is not available when manual refresh is selected.
1 In the manager, select your user ID, right-click and choose
User Properties.
2 Click the Freguency tab.
3 Under Refresh Rate, select Manual Refresh.
4 Click ox.

Specify Default Resource for Outgoing Faxes
An administrator can prevent you from selecting a default resource.
1 In the manager, select your user ID, right-click and choose
User Properties.
Select the Fax Settings tab.

Under Default Resource, select a resource. Only the resources you
can access are available.

4 Click oK.
Specify Least Cost Routing (LCR) for Outgoing Faxes

Least cost routing (LCR) and load balancing must first be configured
by an administrator. An administrator can prevent you from selecting
LCR.

1 In the manager, select your user ID, right-click and choose
User Properties.

Select the Fax Settings tab.

Under Default Resource, select Use LCR. Default Resource is
dimmed. Your outgoing faxes will be sent by the resource configured
for LCR.

4 Click ox.
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Advanced User Properties

Change the Tree View

Hide Other Users

Advanced properties govern the tree view and you can modify these
properties only if an administrator has given you the right to. If you
can see only your user ID and your fax folders in the tree view in
LightningFAX Manager, you have a restricted view.

Administrators and Super Users can toggle between a restricted and an
unrestricted tree view. However, an administrator can prevent other
users from changing this setting.

1 In the manager, select your user ID, right-click and choose
User Properties.

Select the Preference tab.
3 Deselect Show me a Restricted View.
4 Click ox.

An administrator can prevent you from changing this setting.

1 In the manager, select your user ID, right-click and choose
User Properties.

Select the Preference tab.
3 Select I do not want to see other users.
4 Click ox.

Show User ID and Full Name

LightningFAX User Guide

An administrator can prevent you from changing this setting.

1 In the manager, select your user ID, right-click and choose User
Properties.

2 Select the Preference tab.

3 Select Show me the full name and User ID to display those items.
Select Show me only the User ID to display only that.

4 Click ox.
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Introducing SendFAX

This chapter details SendFAX, the principal faxing interface.
Operations described include:

Q addressing a transmission

Q adding a cover sheet

Qa

Q changing transmission settings Q

Q altering sender and recipient |

information

Launching SendFAX

Q inserting, modifying, and
annotating a document

selecting or generating a profile
selecting a phone book

modifying the interface

O Choose Start = Programs = LightningFAX = SendFAX.

Q In the manager, choose Tools = SendFAX.

Manual
Addressing % Fax Recipient List
Fields
Thumb- Fax Preview
nail
View

The Default SendFAX Interface

Menus and toolbars
aside, the default
interface after initial
installation is divided
into four main areas or
panes.

The Manual Addressing
Fields — To, Company,
Destination, and
Subject — allow you to
type recipient
information directly.

Usually, To receives the name. Destination, which is the only
mandatory field of the four, receives either the fax number or the

email address.

LightningFAX User Guide
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The File Menu

56

The Fax Recipient List displays the individuals and groups who are
to receive the transmission, either selected from a phone book or typed
directly into the manual addressing fields.

The Thumbnail View displays successively a reduced image of each
page of the fax. The default reduction is 13 per cent of the original. A
scrollbar enables you to view any page. You can also widen the
Thumbnail View itself. Selecting a page in the Thumbnail View
displays that page in the Fax Preview. The Thumbnail View also makes
it possible to reorder and delete pages from the fax you are composing.

The Fax Preview displays a single page of the fax at a time. The default
size is 100 per cent of the original. It is here that you add annotations
to a fax before transmission. Annotations can include text; highlight;

bitmap images; lines and rectangles.

SendFAX also provides the means to select a profile, a cover sheet, to
display a contact list of potential fax recipients from one of several
phone available to you. You can alter transmissions settings, modify
your sender and recipient information, and change the interface to suit
your requirements.

New cancels the current fax, clearing the fax recipient list and begins a
new one.

Insert lets you insert a file into your fax.
Save As lets you save your fax in a local or network directory.

Save Profile creates a profile based on the current fax, user, cover
sheet, and fax header settings. See Chapter 11 Introducing Profiles for
the information about creating and using profiles.

Print lets you send the fax message to a physical printer or an
LightningFAX printer driver.

Send sends the fax and closes the SendFAX interface.

Send Without Closing sends the fax but keeps the SendFAX interface
open, for example, to allow you to send the same fax to other
recipients.

Logon opens the logon dialog box, allowing you to change the fax
server or account you are logged on to.

Exit closes SendFAX.
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The Edit Menu

Sender
Transmizsion Settings

Fax Recipient
LCover Sheet Comments

The View Menu

T oolbar 3
w* Status Bar

Fhorne Book. ¥
Eull Previews

Options...

The Thumbnail Menu

Delete

Move 3
Mark Az »
Zoom 3
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Sender opens the Sender Information dialog box, allowing you to
modify the information about you sent with the fax.

Transmission Settings opens the Transmission Settings dialog box.
You can set the fax header, dialing options, calling options, and timer
settings for the fax.

Fax Recipient opens the Edit Contact window, allowing you to modify
the information about a selected fax recipient in the fax recipient list.

Cover Sheet Comments lets you enter a comment in your cover sheet in
the preview window.

Toolbar allows you to display the different SendFAX toolbars. When a
toolbar is visible, a check mark appears beside its name. There are four
different Toolbars to choose from: Main, Preview, Thumbnail, and
Annotation.

Status Bar displays or hides the Status Bar. A checkmark appears
beside it when it is visible.

Phone Book displays a submenu whose selections switch the display of
(a) the manual addressing fields and the fax recipients with (b) the
contact selection pull-down list and the contact list.

Full Preview, if selected, displays only the thumbnails and fax
preview. The display of the manual addressing fields, the fax recipient
list, and the contact information is suspended. Deselecting Full
Preview redisplays that information in the SendFAX window.

Options can display three tabs:

General offers toggles for the display of names from the available
phone books, such as the public phone book, the LightningFAX
network user IDs, the phone book service, and the MAPI and Lotus
Notes address books, if these are installed. It also offers toggles for the
display of cover sheets available, both on the server and on the local
computer.

MAPI and Lotus (if installed) display settings for billing and
sub-billing code mapping.

Delete removes pages selected in the thumbnail view from your fax.

Move offers menu selections that move the selected page up one page,
down one page, to the first page after a cover sheet, or the last page of
the fax. Page numbering is automatically adjusted.

Mark As = Do Not Send instructs SendFAX to exclude the page selected
in the thumbnail view when you transmit the fax. Mark As » Send
restores an excluded page to Send.

Zoom increases or decreases the magnification of pages in the
thumbnail view.
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The Preview Menu

First Page
Previous Page
Mext Page
Laszt Page

Eest Fit
Fit ta 'width
Fit to Height

Zoom 3

The Annotations Menu

Add 3
Delete

v Show Annotation

Select All
Unizelzct All

Properties

The Tools Menu

LightringF&: Phone Book
M&P| Address Book
Profile M anagement
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First Page lets you view the first page of your fax.
Previous Page lets you view the previous page of your fax.
Next Page lets you view the next page of your fax.

Last Page lets you view the last page of your fax.

Best Fit displays the page at the magnification that best fits the
preview window.

Fit to Width displays the page at the maximum width that fits in the
preview window.

Fit to Height displays the page at the maximum height that fits in the
preview window.

Zoom lets you choose one of the preset magnification values.

Annotations are objects that a user may add to draw attention to
certain parts of a fax.

Add displays a submenu that lets you add an annotation to your fax.
Annotation types include: Text, Line, Rectangle, Stamp, and
Highlight.

Delete lets you remove an annotation. Select the annotation and click
Delete.

Show Annotation toggles the display of the annotations on a fax page
and the availability of the Annotation toolbar. If annotations are not
displayed, the toolbar is not available. A check mark appears beside
this menu selection when annotations are displayed.

Select All selects all the fax annotations on the current page.
Unselect All deselects all selected fax annotations.

Properties changes the properties of line, rectangle, and text
annotations. Properties include color and line thickness, as well as font
and type size for text annotations.

See Chapter 12 About Annotations for full information.

LightningFAX Phone Book launches the phone book window through
which you can create a new phone book, update contacts in an existing
one, and select a phone book and contact list for sending faxes. See
Chapter 8 Introducing Phone Books, for detailed information.

MAPI Address Book launches your MAPI Address Book in which you
can enter contact information.

Profile Management launches the Profile Management window. See
Chapter 11 Introducing Profiles, for further information.
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‘I\/Ianual Addressing

%

‘ Phone Book
and Contact List

‘ Fax Recipient List ‘g

Phone Book
and Contact List

ll\/lanual Addressing Fields|

L

g,l Fax Recipient List

Thumb-
nail
View

Fax Preview

Thumb-
nail
View

Fax Preview

SendFAX Interface with Phone Book

(Show Right)

SendFAX Interface with Phone Book
(Show Left)

Note: This documentation assumes that phone book information is

displayed on the right side of the SendFAX interface.

Display Phone Books and Address Books

Public Phone Books

LightningFAX User Guide

1 In SendFAX, choose View = Options.

2 Select LightningFAX Phone Book, LightningFAX Users, Phone

The default interface can be customized in a variety of ways. The most
frequent change is to display a contact list from a phone book. Phone
book information can be displayed on the left or right of the interface.

Book Service, MAPI Address Book or Lotus Notes Address Book.

3 Click OK.

The Phone Book service is a public phone book assigned to a group by
an administrator. The primary members of the group are automatically

granted access to the phone book. The same menus and operations

used to manage private phone books are used to manage public phone
books. However, the contents are read-only for all users except

administrators.

Administrators can create a public phone book only if the Phone Book

service has been installed.

All other phone books are private to you.

Note: Only administrators can create and manage a public phone book.
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Move Phone Book Display

1
2

In SendFAX, choose View = Phone Book.

Choose Show Right to display the phone book on the right side of the
SendFAX interface.

Choose Show Left to display the phone book on the left side of
the interface.

Cancel Phone Book Display

Select a Contact List

In SendFAX, choose View = Phone Book.

Deselect Show Right or Show Left, whichever is selected. The phone
book is removed from the SendFAX interface.

In SendFAX, choose View = Phone Book = Show Right or Show Left,
if the phone book is not displayed,

Use Show names from the to display phone books, the MAPI address
book, or any other address book available to you.

Select the contact list displayed under the title of the address or phone
book.

Toggle Phone Book Availability

4

In SendFAX, choose View = Options.
Select the General tab.

Select or deselect LightningFAX Phone Book, LightningFAX Users,
Phone Book Service, MAPI Address Book, or Lotus Notes
Address Book.

Click ox.

Addressing Transmissions

You can address a transmission manually or by selecting a recipient
from one of your phone books.

Manually Address a Transmission

1

60

In SendFAX, type an entry in the To field.
If desired, type an entry in the Company field.

Type a fax number or email address in the Destination field. Only
this entry is mandatory.

If desired, type an entry in the Subject field.

Note: If the phone book is not displayed on the right of the SendFAX
interface, choose View = Phone Book = Show Right.

Click 2§,

The recipient is copied to the list under Fax Recipients.
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Select a Recipient from a Phone Book

1 In SendFAX, choose View = Phone Book = Show Right if the phone
book is not displayed on the right of the SendFAX interface,

If necessary, use Show names from the to select the contact list.

2 Type a recipient’s name or select a group or individual recipient from
the contact list.

3 Click 4.

The recipient is copied to the list under Fax Recipients.

Select a Recipient from a Phone Book (not displayed)

Note: The following operation describes how to select a recipient from a
phone book when the phone book is not displayed in the SendFAX
interface.

1 In SendFAX, click £. SendFAX displays the phone book in a separate
window.

If necessary, use Show names from the to select the correct phone
book and contact list.

2 Type the name or select the recipient from the phone book.

3 Click .
Repeat steps 2 and 3 for each recipient desired.
4 Click ox.

Edit Recipient Information

1 Under Fax Recipients, select the fax recipient.

2 Choose Edit = Fax Recipient or click E}
3 Make your modifications or additions.
Click ox.

Quickly Change Recipient Destination

This procedure lets you change the destination of a recipient, by
selecting it from a list of available destinations.

1 In SendFAX, address the fax manually or select a recipient from the
contact list.

2 Under Fax Recipient, right-click on the recipient and select
Destinations.

3 Select the preferred destination from the list.
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Cancel Transmission to a Recipient

Canceling transmission to a recipient instructs SendFAX not to
transmit to that recipient but leaves the recipient listed under Fax
Recipients. You cancel transmission when you wish to recompose
messages to be sent to different groups of recipients. For example,
some recipients are to receive one document; others are to receive that
and a second document. You can insert the first document and add all
recipients, canceling those who are to receive two documents. You
transmit the fax, then add the second document.

QO Deselect I¥] to the left of the recipient’s name under Fax Recipients.

Delete a Recipient from the Fax Recipient List

1 Select the recipient in the list under Fax Recipients.
2 To the right of Fax Recipients, click >,

Managing Fax Documents

This section describes how documents can be placed within SendFAX
for transmission.

Insert a Document

1 In SendFAX, choose File = Insert or click ‘0 .
2 Navigate to the document you wish to transmit and select it.
3 Click Open.
Repeat steps 2 to 3 as often as required.
Note: If the correct folder is open on your desktop, you can drag and

drop documents directly to SendFAX.

Reorder Fax Pages

1 With a fax of two or more pages open in SendFAX, select a page in the
Thumbnail View.

2 Choose Thumbnail = Move then choose First, Up, Down, or Last,
as required.

Alternatively, click 4 or # above the Thumbnail View to move the
page as desired.

Cancel Transmission of a Page
Note: A canceled page is not transmitted with the rest of the fax.

1 Open a fax in SendFAX, and select the page in the Thumbnail View.
2 Choose Thumbnail = Mark As = Do Not Send.

Alternatively, click above the Thumbnail View.
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Restore a Canceled Page

1 Select the canceled page in the Thumbnail View.

2 Choose Thumbnail = Mark As = Send to restore a canceled page.
Delete a Page from a Fax

1 Open a fax in SendFAX and select the page in the Thumbnail View.

2 Choose Thumbnail = Delete.

Alternatively, click #¢ above the Thumbnail View.

3 Confirm deletion.
Managing Cover Sheets

LightningFAX makes several default cover sheets available for
selection. In addition, the Cover Sheet Editor allows you to compose
and save your own cover sheets. See Chapter 10 Introducing the Cover
Sheet Editor for full information on generating cover sheets for use
with SendFAX.

Select a Cover Sheet

1 In SendFAX, use [No Cover Sheet [ to select More Cover Sheets.

By default, cover sheets are stored in the
profile\username\Application Data\Interstar
Technologies\LFClient\Cover folder. However, cover sheets can
be stored in any folder. If necessary, navigate to another folder.

2 Select the cover sheet you want.
3 Click Open.

The cover sheet remains selected the next time you launch SendFAX.

Cancel a Selected Cover Sheet

Q In SendFAX, use 7l at the right of the current cover sheet name to
select No Cover Sheet.

Add a Comment to a Cover Sheet

1 In SendFAX, select a cover sheet, if one is not selected.
2 Choose Edit = Cover Sheet Comments.

3 Type the comment.

Toggle Cover Sheet Availability

1 In SendFAX, select View = Options.
2 Select the General tab.
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Managing Profiles

Select a Profile

Drefault

[

Mo Prafile
- Public

- Perzonal
az
ad

3

4

Under Show Cover Sheets From, select or deselect LightningFAX
Server or Local Machine.

LightningFAX Server governs cover sheets stored on the server.
Local Machine governs cover sheets stored on your computer in the
profiles\username\Application Datal\Interstar
Technologies\LFclient\Cover folder.

Click Ox.

Profiles serve a variety of purposes. Sender information, your name
and contact numbers, as well as company information, can be stored in
a profile. Profiles can specify a cover sheet which is used whenever you
transmit through SendFAX with that profile. Profile can store sender
billing information. A profile can also include a fax header.

Although administrators often compose profiles and make them
available to users, users can compose profiles of their own whenever
necessary.

See Chapter 11 Introducing Profiles for more information.

Note: This operation requires at least one already-defined profile.

1

Cancel a Selected Profile

1

In SendFAX, use the first selection box to select the profile.

The selected profile remains selected the next time you launch
SendFAX.

In SendFAX, use 7! at the right of the current profile name to select
No Profile.

Generate a Profile in SendFAX
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In SendFAX, use 7! to select the profile you wish to copy if the new
profile is be based on an existing one,

Alternatively, to generate an entirely new profile, use 7 to select
No Profile.

Choose File = Save Profile.

Type a new name in the Profile Name field.
Type your modifications or additions.

Click ok.
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Launch SendFAX.

If desired, select a profile.

If desired, select a cover sheet.

Insert one or more documents.

If desired, reorder, cancel, or delete fax pages.
If desired, add annotations in Fax Preview.

Manually address the transmission or select one or more recipients

from the contact list.

You can select a different contact list to select other recipients.

Make whatever modifications or additions you require to the

sender information.

Make whatever modifications or additions you require to the fax

recipient information.

If required, change the transmission settings.

4 Choose File = Send or click Send to transmit immediately and
close SendFAX. You can also use either of the following hotkey

combinations: Ctrl + Enter or Alt + s.

Choose File = Send without Closing if you wish to compose

another transmission.

Advanced Transmission Settings
Advanced transmission settings include:

Q Changing Sender Q Specifying a Call
Information Station ID

Q Changing Dialing Q Changing Calling

Options Options

Q Selecting an Q Using Least Cost
Outgoing Resource Routing

Q Adding a Fax
Header

Edit Sender Information

Q Specifying a
Callback Number

Q Scheduling
Transmission

Q Saving a
Transmission

Changes to sender information in SendFAX are applied to a single
transmission. For example, you might send a fax on behalf of another
user and change the Name information to reflect that operation.

Sender information includes your name and title; company name and
address; your telephone, cellular, and fax numbers, and email address;

and sender billing information.

LightningFAX User Guide
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1 In SendFAX, choose Edit = Sender or click =I.
If sender information has already be specified, those entries appear.
2 Type your modifications or additions.

3 Click OK to apply the sender information to the current transmission
alone.

4 Click save, OK, and then OK to apply the information and update your
user properties.

Add or Change a Call Station ID (CSID)

A Call Station ID (CSID) can be specified at several levels, on a
resource, in a profile, in user or group properties. The operation
described here overrides any CSID specified at any location.

Note: Administrators can deny users the right to change a CSID.

1 In SendFAX, choose Edit = Transmission Settings or click .

2 Type the Call Station ID in the cs1D field. If a CSID was already
assigned, it will appear in that field. If you do not have the right to
change a CSID, the field is dimmed.

Click Restore to correct any errors.

3 Click OK to apply the CSID to the current transmission alone.
Click save then OK to apply the CSID and save it to your user
properties.

Add or Change a Callback Number

A callback number can be specified at several levels, on a resource, in a
profile, in user or group properties. The operation described here
overrides any callback number specified at any location.

Note: Administrators can deny users the right to change a callback
number.

1 In SendFAX, choose Edit = Transmission Settings or click .

2 Type the callback in the Callback Number field. If a callback was
already assigned, it will appear in that field. If you do not have the
right to change a callback number, the field is dimmed.

Click Restore to correct any errors.

3 Click OK to apply the callback number to the current transmission
alone.

Click save then OK to apply the callback number and save it to your
user properties.
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Add or Change Dialing Options

Dialing options can include a prefix, a number to be dialed before the
actual fax number, or a suffix, a number to be dialed after the fax
number. The first might be the code used to access an outgoing
telephone line, the second might be a code that permits you to make a
long distance call.

Note: Administrators can deny users the right to change dialing options.

1 In SendFAX, choose Edit = Transmission Settings or click .
2 Type a Prefix or a Suffix or both.
Click Restore to correct any errors.
3 Click Ok to apply the dialing options to the current transmission alone.

Click save then OK to apply the dialing options and save them to your
user properties.

Add or Change Calling Options

Schedule Transmission
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Calling options include the number of retries and the priority. These
can be set in other locations. Changes made here override those
settings.

Note: Administrators can deny users the right to change calling options.

1 In SendFAX, choose Edit = Transmission Settings or click .

2 Type a Priority. The default is three; the range extends from one, the
highest, to 10 the lowest.

Type a Number of Retries. The default is three; 99 is the highest
available number.

Click Restore to correct any errors.
3 Click OK to apply the calling options to the current transmission alone.

Click save then OK to apply the calling options and save them to your
user properties.

Note: Only messages destined for fax recipients (not email or
LightningFAX recipients) can be scheduled for later transmission.

1 In SendFAX, choose Edit = Transmission Settings or click .

2 Under Timer Settings, select From.

3 Use Tito display a calendar and select a date.
Select a specific hour and minute. Date and hour can be combined.

Timer settings, if specified, become the default. Select As soon as
possible when it becomes necessary to cancel them.

Click Restore to correct any errors.
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4 Click OK to apply the timer settings to the current transmission alone.

Click save then OK to apply the timer settings and save them to your
user properties.

5 Choose File = Send or click Send.

If an administrator has configured it, a prompt will ask you to enter a
billing code or a billing and sub-billing code. Enter one or both values
in Billing Code and Sub Billing Code.

You can eliminate this prompt by entering the billing code information
in your sender information before transmitting the fax.

Select an Outgoing LightningFAX Resource

An administrator can prevent you from selecting an outgoing resource.

1 In SendFAX, choose Edit = Transmission Settings or click .

2 Under Resource, use 7! to select a resource. The transmission will be
sent through this resource.
Click Restore to correct any errors.

3 Click OK to send only the current transmission by the resource.
Click save then OK to apply the resource selection and save it to your

user properties.

Transmit using Least Cost Routing and Load Balancing

To be successfully used, a least cost routing table must be already
established. An administrator can prevent you from selecting LCR.

1 In SendFAX, choose Edit = Transmission Settings or click .
2 Under Resource, select Use LCR. The Resource selection is dimmed.

3 Click OK to apply least cost routing and load balancing to the current
transmission only.

Click save then OK to apply least cost routing and load balancing and
save that selection to your user properties.

Save a Fax Transmission
1 In SendFAX, compose the transmission, inserting one or several
documents.
2 Choose File = Save As.
If necessary, navigate to the preferred directory.
3 Type a File name. The .tif format is applied automatically.
Click save.

68 LightningFAX User Guide



Chapter 6 Introducing SendFAX

Add or Edit a Fax Header

A fax header can be specified at several levels, on resource, in a profile,
in user or group properties. The operation described here overrides
any fax header specified at any location.

If a fax header is already selected, through a profile or resource, these
operations allow you to edit it.

Note: Administrators can deny users the right to change a fax header.

1 In SendFAX, choose Edit = Transmission Settings or click .
2 Click Edit Fax Header.
3 Compose or edit the fax header.
Click Restore to correct any errors.
4 Click OK to apply the fax header to the current transmission alone.

Click save then OK to apply the fax header and save it to your
user properties.

MAPI Address Books and Billing Information

LightningFAX User Guide

MAPI address books can be made available in SendFAX. Most MAPI
fields are automatically mapped to corresponding LightningFAX phone
book fields, with two exceptions: Billing Code and Sub Billing
Code.

A MAPI address book user can however enter billing information in a
field in a MAPI address book and then instruct SendFAX to map those
fields to Billing Code and Sub Billing Code.

1 In SendFAX, choose View = Options.
2 Select the MAPT tab.

3 Use LightningFAX Field to select Billing Code or Sub
Billing Code.

4 Use MAPI Property to select the MAPI field that contains the
billing information.

MAPI Property Value displays the value of the MAPT Property for
the selected contact.

Note: This MAPI Property can be selected, even if the warning
There is no value defined for this property is displayed.
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Advanced Display Management

Preview Fax Pages

Zoom the Thumbnail View

Zoom the Fax Preview

Display Full Preview
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The following operations change the display, either of the document
being transmitted or of the SendFAX interface itself.

With a fax of two or more pages open in SendFAX:

Q

Q

Q

Q

Choose Preview =»First Page or click M to preview the first page.

Choose Preview = Previous Page or click 4 to preview the
previous page.

Choose Preview = Next Page or click P to preview the next page.

Choose Preview = Last Page or click M to preview the last page.

These menu selections and buttons are available only when the page is
available for selection.

With a cover sheet or a fax open in SendFAX:

Q

Choose Thumbnail = Zoom or use 7. above the Thumbnail View to
select a zoom percentage.

Values available are 13, 14, 15, 20, 25, 30, 35, 40, 45, 50, 75, and 100
per cent of the original.

With a cover sheet or a fax open in SendFAX:

Q

Choose Preview = Zoom or use l‘:i above Fax Preview to select a
zoom percentage.

Values available are 25, 50, 75, 100, 150, and 200 per cent of the
original.

Alternatively, choose Preview = Best Fit or click 8] to select the
best fit in the Fax Preview pane.

Choose Preview = Fit to Width or click to select Fit to Width,
width being the width of the Fax Preview page.

Choose Preview = Fit to Height or click |Ld to select Fit to Height,
height being the height of the Fax Preview page.

Full Preview cancels the display of the manual addressing fields, the
phone book, and the fax recipient list. Only Thumbnail View and Fax
Preview remain.

Q

In SendFAX, choose View = Full Preview or click =

The same steps restore the default interface, canceling Full Preview.
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Cancel Addressing Fields Display

0 In SendFAX, click “* above the fax recipients list. The display of the
manual addressing fields is canceled and the fax recipient list is
expanded.

Click ™ to restore the manual addressing fields.
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Fax Ulilities in LightningFAX

LightningFAX makes available several utilities that allow you to send
transmissions without using SendFAX, the email gateways, or forms
for Microsoft Outlook. This chapter details those functions and
utilities.

Faxing from Windows Applications

LightningFAX User Guide

If SendFAX is installed on your computer, you can fax from any
Windows application that is also installed on your system.

Note: Microsoft Word is the program used to describe faxing from

Windows applications. However, you can perform the same faxing
operations from any Windows application with print capabilities.

To send a fax from Word:

[y
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Create or open the document you want to fax.
Choose File = Print.
Use Name to choose LightningFAX.

You can specify any page range available to you through the
application’s print options.

Most of the print options offered by the application are available. For
example, in Microsoft Word, you can choose Options and instruct
Word to print in reverse order.

Click ok.
SendFAX is launched and you are prompted to log on.
Address the fax.

You can add a profile or a cover sheet or make an entry to the Subject
field,

Click Send.
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Send a fax with a specific resolution

Mail Merge for Word

74

To send a fax from an external application, with a specific resolution:

1 Inthe application, create or open the document you want to fax.
2 Access the printing properties dialog, usually from the File menu.

3 Inthe Select Printer section of the dialog, select the printer as
LightningFax.

Click the Paper/Quality tab (if available).
5 Click on the Advanced button.

6 Set the printer driver's resolution in the Graphic-Print Quality
field. Choices are Low (200x100) and High (200x200).

Note: This changes the printer resolution for the whole system, and
remains so until it is changed again, using the above procedure.

The Fine (300x300) and Ultra Fine(400x400)
resolutions (when supported) can only be enabled by creating
and modifying a registry key. Call your Interstar technical
support representative, for more details.

7 Depending on the application you are using, click the Print button, or
exit the printer properties dialog and select File =Print.

8 If the printer properties dialog appears again, click OK to close it, as
the properties are already set.

SendFAX is launched and you are prompted to log on.
9 Address the fax.

You can add a profile or a cover sheet or make an entry to the Subject
field,

10 Click send.

Mail Merge for Microsoft® Word enables you to merge a Main
Document and a Data Source written in Word and to fax the Main
Document to all recipients recorded in the Data Source.

Note: You should speak to your system administrator if Mail Merge for
Microsoft® Word is not installed on your computer.

The first step is create a Main Document, which is the actual fax
message, entering Word merge fields which receive the information
entered in the Data Source. Although any of the Word merge fields can
be selected, FirstName, LastName, Company, and WorkPhone are
recommended. A Data Source is then created. The entries made to the
Data Source are the information to appear in the Word merge fields.
Both Main Document and Data Source can then be saved.
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The second step is to open the Main Document, map the LightningFAX
merge fields to the Word merge fields and fax the document.

Mail Merge for Word offers four merge fields: First Name, Last Name,
Company, and Fax Number. These are mapped to the Word merge
fields you select.

The fax operation itself is accomplished through SendFAX. A fax is
sent to each entry in the Data Source.

Note: Because of a limitation in the printer driver, the contents of the

LightningFAX merge fields in the Data Source must not exceed,
in the number of pages (i.e. the number of page breaks), the
size of the Word merge fields in the Main Document, otherwise
the SendFAX transmission will fail.

Mail Merge for Word must first be installed.

Create a Main Document and a Data Source in Word

LightningFAX User Guide
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Launch Word.

Choose Tools = Mail Merge from the Word menu.
Click create and choose Form Letters.

Click Get Data and choose Create Data Source.

Although any of the Word fields can be selected, FirstName,
LastName, Company, and WorkPhone correspond most closely the
LightningFAX merge fields.

Click Edit Data Source.

Enter the FirstName, LastName, Company, and WorkPhone
information for as many fax recipients as required.

Note: Omitting a fax number in the WorkPhone field produces an
error message when you attempt to fax with SendFAX.

Click ox.

Write the fax message as the Main Document. Use Insert Merge
Field to insert the FirstName, LastName, Company, and WorkPhone
merge fields wherever they are needed.

Note: Do NOT use Word’s Merge the data with the
document command.

Save both documents.

Note: Although the above example assumes that the data source is itself

a Word document, Word’s mail merge operation accepts data
sources from other programs, Excel, for example. For the best
performance when faxing, however, Interstar recommends that
you always use a data source created in Word.
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Fax using Mail Merge for Word
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7

Exit SendFAX if it is running.

Open a Main Document written in Word.

Click 88

Use First Name to map to the Word's FirstName merge field.
Use Last Name to map to the Word's LastName merge field.
Use Company to map to the Word's Company merge field.

Use Fax Number to map to Word's WorkPhone merge field.

Note: Mapping is not saved. The next time you fax a Main Document,
you must again map the LightningFAX fields to the Word merge
fields.

Click OK. Word generates a Main Document for each fax recipient
recorded in the data source.

The Print window is displayed with LightningFAX selected as the
printer.

Click OK. SendFAX is launched and you are prompted to log on.

The fax is displayed in SendFAX with the first record in the Data
Source as its recipient. All fax recipients from your Data Source appear
in the list of Fax Recipients.

You can add a profile or a cover sheet, make an entry to the Subject
field, and choose not to send a fax to a given recipient.

Note: You cannot add other fax recipients or documents to the fax.
Click send.

Fax from Microsoft Word

If you are using Microsoft Word, and Mail Merge for Word is installed,
you can fax any Word document using the following procedures.

1

2

Launch Word.

Compose your fax message.

Click F .
SendFAX is launched and you are prompted to log on.
Address the fax.

You can add a profile or a cover sheet or make an entry to the Subject
field,

Click Send.
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Send a fax with a specific resolution

To send a fax from Microsoft Word, with Mail Merge and a specific

resolution:
1 In Word, select File = Print.
2 Inthe Printer section of the dialog that appears, select the printer
Name as LightningFax or Print to mail.
3 Click Properties.
4 Click the Ppaper/Quality tab (if available).
5 Click on the Advanced button.
6 Set the printer driver's resolution in the Graphic-Print Quality
field. Choices are Low (200x100) and High (200x200).
Note: This changes the printer resolution for the whole system, and
remains so until it is changed again, using the above procedure.
The Fine (300x300) and Ultra Fine (400x400)
resolutions (when supported) can only be enabled by creating
and modifying a registry key. Call your Interstar technical
support representative, for more details.
7 Click OK.
8 Click OK.
Click close.
10 Back in Word, click the F button.
SendFAX is launched and you are prompted to log on.
11 Address the fax.
You can add a profile or a cover sheet or make an entry to the Subject
field.
12 Click send.

E-Mail a TIFF File Using PrintToMail
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PrintToMail is means of sending fax format (TIFF) files through e-mail
software. The utility converts documents generated by third-party
applications to the TIFF format and launches your default e-mail
software with the file included as an attachment. A cover sheet, if you
include one, is treated like any other attachment.

Note: Your recipient must have a viewer that displays TIFF files.
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E-Mail a TIFF File

6

Use the third-party application to write or open the document to be
faxed.

Access the print options that allow you to select a printer.
Select the PrintToMail printer.

Print the document. PrintToMail launches your default e-mail
software. The document is included as an attachment in TIFF format.

Address your recipient as you would any e-mail message. You can use
any functionality your e-mail software provides.

Send the message.

Send a fax with a specific resolution
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To send a fax using Print to Mail, with a specific resolution:

1

9

Use the third-party application to write or open the document to be
faxed.

Access the printing properties dialog, usually from the File menu.

In the Select Printer section of the dialog, select the printer as
Print to mail.

Click the Paper/Quality tab (if available).

Click on the Advanced button.

Set the printer driver's resolution in the Graphic-Print Quality
field. Choices are Low (200x100) and High (200x200).

Note: This changes the printer resolution for the whole system, and
remains so until it is changed again, using the above procedure.

The Fine (300x300) and Ultra Fine(400x400)
resolutions (when supported) can only be enabled by creating
and modifying a registry key. Call your Interstar technical
support representative, for more details.

Depending on the application your are using, click the Print button,
or exit the printer properties dialog and select Print in the File
menu.

If the printer properties appears again, click OK to close it, as the
properties are already set.

Terminate the fax composition in the email application.

10 Click send.
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A phone book is a collection of contact lists, links and views, that
stores contact information about recipients. You access the phone book

in SendFAX to address faxes to the contacts recorded in the phone
book.

LightningFAX provides a single un-populated phone book. It resides in
the \Profiles\username\Application
Data\lightningfax\LFclient\Phone folder in the Windows
95/98/ME/NT versions. In Windows XP, 2000 and 2003, it resides in
the \Documents and Settings\username\Application

Data\Interstar Technologies\lightningfax\LFclient\Phone
folder.

You can add phone books to that or any other directory. Phone book
files have the .1fc extension. You can create as many phone books as
needed. The contents of a phone book can be:

Q defined as a contact list;
Q imported into a contact list, from an external data source;
Q linked to an external data source.

In the first two cases, the information actually resides within the
phone book. Users can modify it whenever necessary. A phone book is
composed of at least one contact list. A contact list is a list of potential
fax recipients detailing their first name, last name, company name,
and address, fax number, e-mail address, etc... A phone book can have
any number of contact lists, however, only one contact list can be used
at a time. A default contact list named Contact is generated when you
create a new phone book.

In the third case, LightningFAX links to an external source; the
information is displayed through the phone book, but cannot be
modified using the phone book’s menus. If information linked to a
phone book is to be changed or updated, users must update the
external source using the software that created it.
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Finally, basic or advanced searches can be performed in a phone book.
The results of these searches can be saved, thus creating views that can
be consulted at a later time.

Note: These views are dynamic, so that any modification to a contact, if
applicable, is automatically reflected in a view, the next time it is
consulted.

Launching the Phone Book

80

w LightningFAX Phone Book - C:\_._ALFClient\PhoneA\LFPhoneB ook55.Ifc M =] [E3

QO Choose Start = Programs = LightningFAX = LightningFAX Tools
= Phone Book.

Q In the manager, choose Tools = Phone Book.

Q In SendFAX, choose Tools = LightningFAX Phone Book.
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The default phone book or the phone book you last opened is
automatically selected. Also selected automatically is the default
contact list or the contact list you last chose in the phone book.
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The File Menu

The Edit Menu

Properties. ..
Delete

Select All

The View Menu

Cizplay Hame  #

v Toolbar
v Statuz Bar

The Tools Menu

Find Contacts. ..
Advanced Find...

LContact Lizt Management...

Compact Databaze
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New allows you to create a new phone book, a new contact list within an
existing phone book, a new contact in a contact list, and a new group of
contacts.

Open allows you to open an existing phone book.
Save As saves the current phone book under a new name.

Import imports data from an external data source to the current
contact list.

Link creates a link between the current phone book and an external
data source.

Link Fields allows you to update the links that match the fields of an
external data source to the phone book’s internal fields.

Exit closes the phone book.

Properties displays the properties of a selected contact or group.
Delete deletes all selected items (contacts or groups).

Select All selects all contacts or groups in the currently displayed
contact list.

Display Name switches the order in which names are displayed. You
can choose First Name Last Name; Last Name First Name; or Last
Name, First Name.

Toolbar displays or hides the toolbar at the top of the phone book
window.

Status Bar displays or hides the status bar at the bottom of the phone
book window.

Find Contacts performs a search for a contact.

Advanced Find performs a search for a contact and allows more
complicated search criteria.

Contact List Management lets you rename or delete contact lists,
links or views already present in the phone book.

Compact Database compacts the phone book database.
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Managing Phone Books

Open a Phone Book

Add a Phone Book

Add a Contact List

Delete a Contact List
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A phone book is composed of at least one contact list. A contact list is
a list of potential fax recipients detailing their first name, last name,
company name, and address, fax number, e-mail address, etc. A phone
book can have any number of contact lists, however, only one contact
list can be used at a time. A default contact list named Contact is
generated when you create a new phone book.

In the phone book, contact lists are chosen using the Show Names from
the drop-down list.

Clicking Full Name allows you to enter a title (Dr. Mr. Miss, Mrs., or
Prof.) and first and last names. The title will appear as a salutation in
the fax.

Additional information can be entered clicking the User Defined tab.
Four user-defined fields and a comment field are provided.

The same menus and operations used to manage private phone books
are used to manage public phone books. However, the contents are
read-only for all users except administrators.

1 In the phone book, choose File = Open.
2 Select the phone book.
3 Click open.

1 In the phone book, choose File = New = Phone Book.
2 Type a name. The .1fc extension is automatically appended.
3 Click save.

You can populate the default contact list with contacts and, optionally,
with groups.

1 In the phone book, choose File = New = Contact List.
2 Type a name.
3 Click OK.

=

In the phone book, choose Tools = Contact List Management.
Select the contact list.

Click Delete.

Confirm deletion.

Click Close.

a W N
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Rename a Contact List

=
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Add a Contact

Delete a Contact

Chapter 8 Introducing Phone Books

In the phone book, choose Tools = Contact List Management.
Select the contact list.

Click Rename and type the new name.

Click close.

In the phone book, choose File = New = Contact.

Click Full Name to select a salutation and to enter a first and last name
or position the cursor in the field and type the first and last name
without a salutation.

No field in the contact information is mandatory. The phone book
prompts for a first name when none is entered. However, you are not
obliged to enter one. You can even create an empty contact for later
completion.

Enter any other user information.

You can enter as many as three fax numbers and three e-mail
addresses. The Preferred Address field allows you to select the one
that SendFAX will use when several are specified.

Use the User Defined tab to enter additional information not defined
by the fields available. For example, having entered the company
address in the Address fields, you might wish to use the User
Defined fields to enter a contact's personal address. You can also
enter a comment through this tab.

Click ox.

Contacts are listed as individuals and as group members. Deleting an
individual contact deletes that contact from any group they are
members of.

1
2

3

Edit a Contact

=

A W0 N
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In the phone book, select the contact.
Choose Edit = Delete.

Confirm deletion.

In the phone book, select the contact.
Choose Edit = Properties.

Enter the changes to the contact's properties.
Click OK.
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Compact the Database

1 In the phone book, choose Edit = Compact Database.
2 Click OK.

Phone Book Groups

A group is composed of a number of individual contacts and,
optionally, other groups. By selecting a group when faxing, you fax to
all contacts in it. A contact list can include any number of groups.

The contacts you place in a group remain listed as independent
contacts in the contact list. If you delete the group, the members
remain available as independent contacts. If you delete them as
individual contacts, however, they are also deleted from the group.

Add a Group

1 In the phone book, choose File = New = Group.
2 Type a name in the Name field.
3 Click Add New to add a contact not already in the phone book.

Click select Members to add a contact or a group already in the
phone book.

Use Remove to correct any errors.
4 Click oK.

Delete a Group

Contacts are listed as individuals and as group members. Deleting a
group does not delete a contact’s individual listing.

1 In the phone book, select the group.
2 Choose Edit = Delete.

3 Confirm deletion.

Add New Contact to a Group

=

In the phone book, select the group.
Click Edit = Properties.

Click Add New.

Enter the contact information.
Click OK.

Click OK.

AN AW N
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Add Existing Contact/Group to a Group

=

In the phone book, select the group.
Choose Edit = Properties.

Click select Member.

HWN

Select a contact or a group. A group cannot be nested in itself.

5 Click =,
6 Click OK.
7 Click OK.

Delete a Contact/Group from a Group

Phone Book Searches

Find a Contact

LightningFAX User Guide

=

In the phone book, select the group.
Choose Edit = Properties.

Select the contact or group.

Click Remove.

Click ox.

a A~ W N

The phone book offers a basic find and an advanced find. The basic
find searches a single contact list or link, and specifies the exact
entries you expect to find in information fields like First Name, Last
Name and Fax Number.

An advanced find allows you to specify a far wider range of criteria.
You can select any of the information fields available and specify
several search criteria. Furthermore, an advanced find can specify
more than one contact list or link.

1 In the phone book, choose Tools = Find Contacts.

2 The phone book offers Name, Company, Fax Number. and City as
search criteria. Type the appropriate entries.
Use = to change City to State/Province or Country.

Select save As and enter a name if the search is to be saved. Saved
searches can be selected and run using Show Names from the. They
are listed under the heading view.

3 Click Find Now.
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Use Advanced Find

Phone Book Display

In the phone book, choose Tools = Advanced Find.

By default, the current contact list or link is selected. Use Browse to
select or deselect contact lists and links.

Under New Criteria, use Field to select an information category.
Use Condition to select a condition type.

Condition types include contains, is exactly, begin with,
doesn’t contain, is empty, and is not empty.

Under vValue, type an entry that represents the expected results. The
is empty and is not empty conditions require no Value entry.

Click 2dd to List.

You can specify one or more criteria. Use Remove to make any
corrections.

Under Options, select Match any criteria when two or more
criteria exist and any one fulfills the conditions of the search.

To apply every criteria to the search, select Match all criteria.
Select Save As and enter a name if the search is to be saved.

Saved searches can be selected and run using Show Names from the.
They are listed under the heading view.

Click Find Now.

By default, a phone book displays contact information in three
columns: Display Name, Company, and Fax Number. However, you can
adjust the column headings to display any of the information fields
available in the phone book.

You can select any column heading as the sort key. For example, the
default sort key is Display Name, in ascending order. If you wish, you
can select Fax Number, Company or any other displayed column
heading as the sort key. Sort order can be ascending or descending.

Add a Column Heading

These changes affect all contact lists.

1

Delete a Column Heading
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In the phone book, position the cursor over column bar at the location
where the new heading is to be inserted.

Right-click and choose Insert Column.

Choose the column heading from the appropriate menu selection.

In phone book, position the cursor over the unwanted column heading.

Right-click and choose Remove This Column.
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Importing an External Data Source

Import an External Data

LightningFAX User Guide

External data sources can be imported into a phone book, as part of the
current contact list. Once resident in the phone book, the contacts can
be updated like any other contact.

External sources might be a worksheet in a spreadsheet or a table in a
database that contains a list of names and fax numbers. By importing
the source, you import the names and fax numbers into the current
contact list.

The external source should be properly organized, with field names
that correspond in meaning, if not in exact phrasing, to the
information fields used by the phone book. For example, a field called
Name in an external data source might include both first and last
name. First Name and Last Name, however, are two distinct fields in
the phone book. You may wish to update the external source before
importing it.

You may need to assign fields being imported to the corresponding
fields offered by the phone book. When field names match phone book
names closely or exactly, LightningFAX automatically links the field in
the external source to the corresponding phone book field. When field
names do not correspond, you are given an opportunity to link them
manually.

External Data Sources

QO Borland® dBASE III, IVand 5 Q Phone Book

Q Corel® Paradox Q Symantec® ACT!

Q Microsoft® Access QO An ODBC-compliant data
source

Q Microsoft® Excel O A comma separated value

(.csv) text file. In a text file
data source, the values are
delimited by commas.

Source

Although other external sources are available, this example imports
information from a Microsoft Excel spreadsheet.

1 In the phone book, choose File = Open to select the correct phone
book

If necessary, use Show Names from the to select the correct contact
list.

2 Choose File = Import.
3 Use Select the format of your database to select Excel.

Click First Row Contains Field Name if the first row of the
spreadsheet represents the field names or column headings.
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4 Type the path and name of the file in the field provided. Alternatively,
click Browse to navigate the file, select it, and click OX.

5 Click Next.
6 Select the worksheet that contains the contact information.
7 Click OK.

The phone book attempts to match corresponding fields. However,
should field names in the external source not match, you must perform
the link yourself by clicking in the right hand column where the phrase
No Link appears. A pull-down list displays the phone book fields
available.

Use AutoMatch to instruct the phone book to apply the most likely
match. Use Reset to clear all matches and begin again.

8 Click Finish.

Linking to an External Data Source
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External data sources can be linked to a phone book. A linked external
source is always treated as a new and distinct contact list.
LightningFAX uses the name of the table or worksheet as the name of
the contact list. The name, which must be unique, can be changed
either during the linking operation or afterwards through Edit =
Rename. It is subsequently displayed in the Contact List field.

You cannot link an external contact list into an existing contact list.

The contacts in a linked contact list cannot be edited or updated
through LightningFAX. The phone book displays this information in
read-only format. If contact information in a linked contact list is to be
changed, you must update the source itself. Contacts in a linked
contact list cannot be assigned to a group. Additional contacts cannot
be added, individual contacts cannot be deleted directly through the
LightningFAX Phone Book.

Because linking is dynamic, the changes you make to the contents of
source are reflected in the linked contact list.

You can update the fields in a linked contact list. For example, if you
add a new field to the source, or change the field name of an existing
field in the source, it may be necessary to link it to a specific phone
book field.
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Link to an External Data Source

Although other formats are available, this example imports
information from a Microsoft Excel spreadsheet.

1
2

3

8

In the phone book, choose File = Link.
Use Select the format of your database to select Excel.

Click First Row Contains Field Name if the first row of the
spreadsheet represents the field names or column headings.

Type the path and name of the file in the field provided. Alternatively,
click Browse to navigate the file, select it, and click OK.

Click Next.

Select the worksheet that contains the contact information.

Click OK.

The phone book attempts to match corresponding fields. However,
should field names in the external source not match, you must perform
the link yourself by clicking in the right hand column where the phrase

No Link appears. A pull-down list displays the phone book fields
available.

Use AutoMatch to instruct the phone book to apply the most likely
match. Use Reset to clear all matches and begin again.

Click Finish.

Update a Linked External Source
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In the phone book, use Contact List to select the linked contact list.
Choose File = Linked Fields. The Set Link window appears.

Use the pull-down list by right-clicking the right hand column for the
appropriate field.

Select the phone book field that best corresponds to the external field
name.

Click Finish.

Reset sets all phone book fields to No Link. Reset might be used
when a linked external source is greatly modified and a good many
links must be manually assigned.
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9 Introducing the Viewer

The viewer lets you view the faxes you receive. Using the viewer,
you can:

Q annotate a fax Q forward a fax to other members
of the network
Q e-mail a fax Q examine a fax’s routing history
Q print a fax (including long Q create, save, and send a split fax
faxes)
Q save a copy on your PC Q update the original TIFF file

stored on the server

You can rotate fax pages if they were sent in the wrong orientation and
change the viewer's display settings. A zoom setting decreases or
increases the display size of the fax. The thumbnail view displays the
individual pages of a multi-page fax in a vertical list.

You can e-mail the viewer as an attachment to whoever needs it. The
file is named LFViewer.exe and resides in the Windows\Redist
sub-folder of the LightningFAX CD.

91



Chapter 9 Introducing the Viewer

Launching the Viewer

0O Choose Start = Programs = LightningFAX = LightningFAX Tools
= Viewer.

Q Choose Tools = Viewer in the manager menu.

Q Double-click a fax displayed in the manager
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The File Menu
Open... Chl+0 Open opens an TIFF existing file. The TIFF file format is used for faxes.
Print Fax... Chrl+P Print Fax sends the fax to a printer.
Sa 1 " | send to = Mail Recipient launches the default e-mail software; the
Save CH4S fax in the viewer is automatically included as an e-mail attachment.
5 Send To SendFAX launches SendFAX; the fax in the viewer is opened
ave ds ... .
in SendFAX.
LCR Save saves the fax with any modifications.
OCR. Settings...
Save As saves a copy of the fax under a new name.
Exit .
OCR launches the OCR program you have installed on your system.

OCR Settings lets you specify the path to your OCR executable. You
can specify a path or use the browse button.

Exit closes the viewer.
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The View Menu

v bain Toolbar
v Annaotation Toolbar

Main Toolbar toggles the display of the main toolbar.

Annotation Toolbar toggles the display of the annotation toolbar.

The Page Menu

Firsk First displays the first page of the fax in the viewer’s main view. This
Previous selection is not available when the first page occupies the main view.
= Previous displays in the main view the page immediately before the
Last one currently in the main view. This selection is not available when the
Rotate Left first page occupies the main window.

Flip Next displays in the main view the page immediately after the one
Riotate Right currently displayed in the main view. This selection is not available

Rokate all Left
Flip &l
Rotate All Right

Properties

The Fax Menu

when the last page occupies the main view.

Last displays the last page of the fax in the main view. This selection is
not available when the last page occupies the main view.

Rotate Left rotates the page currently in the main view 9o degrees to
the left. A page originally display in portrait orientation now appears
in landscape.

Flip rotates the page currently display in the main view 180 degrees.

Rotate Right rotates the page currently displayed in the main view 90
degrees to the right.

Rotate All Left rotates all pages 90 degrees to the left.
Flip All rotates all pages 180 degrees.
Rotate All Right rotates all pages 90 degrees to the right.

Properties displays a window containing information such as the
type of compression, the horizontal and vertical resolution, the type of
resolution (high or low) and the size (horizontal and vertical), in
pixels, of the fax.

Note: The type of resolution is also displayed on the status bar, at the
lower right of the Viewer window.

Forward Fax Forward Fax displays a window through which you can forward the fax
to other members of the network.
Routing Log ... ) . . .. . .
Routing Log displays a window containing information such as the

LightningFAX User Guide

date and time the fax was received, the user, group, or server that
received it. The LightningFAX server automatically writes the
information to a comments column in the window.

Neither selection is available if you launched the viewer as a
independent utility and are not logged on to LightningFAX.

If you launched the viewer through the View selection offered by
LightningFAX, you can open and forward any TIFF file to members of
your network.
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The Zoom Menu

£00m in
Zoorm ot

Fit to height
Fit ko width
Best fit

Cuztom

The Annotation Menu

v
v

Show Annotations
Select

Text

Line

Rectangle

Stamp

Highliter

94

Zoom in selects the next display scale.

Zoom out selects the previous display scale.

Fit to height resizes the vertical height of the page to the view.
Fit to width resizes the horizontal width of the page to the view.
Best fit selects the best scale to fit the page to the view.

25% to 200% are pre-set scales. 100%, the default scale, is actual size.

Custom displays a window through which you can enter a zoom
percentage.

Annotations are selected by clicking the type of annotation desired,
drawing a rectangle in the page displayed, and applying the annotation
selected within the rectangle. All annotations can be resized and
moved about the page.

Annotations are only described here. Annotations are detailed in
Chapter 12 About Annotations. See Add Annotations on page 120. The
operations described in that chapter are applicable in the viewer.
Slight differences in operation are noted.

Show Annotations toggles the entry and the display of annotations in
the page displayed. When it is not selected, annotations cannot be
entered and existing annotations are not displayed.

Select is chosen after entering an annotation to cancel the annotation
mode. For example, if you select Text or Line, you remain in text mode
or line mode. Dragging the cursor a second time draws another text
box or another line. Click Select to cancel the annotation mode.

Select mode also allows you to select existing annotations to resize,
move, or delete them.

Text draws a text box on the currently displayed page. Type the text
immediately after drawing the box. Text boxes can be resized by
clicking them and dragging the handles.

Line draws a line on the page.
Rectangle draws a rectangle on the page.

Stamp displays a window through which you select a bitmap (.bmp)
file. Select the .bmp file you wish and drag the cursor to form a
rectangle. The selected .bmp graphic is written to the page.

LightningFAX offers three .bmp images: Approved, For Your
Approval, and Please Sign and Return. You can use any others
available. Like text boxes, bitmap stamps can be selected and resized.

Highliter lets you draw a rectangular rubber band over important text.
Yellow highlight fills the rectangle.
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v Small
Medium
Large
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Small displays a small version of the thumbnail, in the left panel of
the viewer.

Medium displays a medium size version of the thumbnail, in the left
panel of the viewer.

Large displays a large size version of the thumbnail, in the left panel
of the viewer.

Open a Fax in the Viewer

1 Launch the viewer, and choose File = Open.
2 Navigate to the file and select it.

3 Click Open.

These are alternative methods.

Q Double-click a fax displayed in the manager.

Q Right-click a fax displayed in the manager, select Show Details and
click view in the Show Details window.

Note: Use either alternative if you intend to forward the fax from the
viewer.

E-Mail a Fax through the Viewer

Note: Any annotations made prior to this procedure will be saved
permanently.

=

Launch the viewer and open a TIFF file.

2 Choose File = Send to = Mail Recipient.
3 Address the e-mail.

4 Click send.

Forward a Fax from the Viewer
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Note: You can forward only the faxes in your LightningFAX message
store.

1 Double-click on the fax in the manager.

2 Choose Fax = Forward Fax.
If necessary, use Group select a group.

3 Highlight a name in the User List. You can forward faxes only to
other members of the network.

4 Click Add.

Use Add A11 to add all user names as recipients. To make any
corrections, highlight a name in the Recipient List and use Remove.
Use Remove A1l to remove all recipients.

5 Click Forward.
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Print a Fax from the Viewer

1 Launch the viewer and open a TIFF document.

2 Choose File = Print Fax. You can change printers, enter the number
of pages, etc.

3 Click OK.

Printing Long Faxes

In some cases, faxes can extend over multiple pages. The printing
feature of the viewer can be tweaked, to determine how these faxes can
be shrunk or cut into pieces, for optimal printing conditions.

To configure this setting, you need to change a registry key. For more
details, contact your Interstar technical support representative.

Managing Viewer Display Settings
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The viewer allows you to manipulate how faxes are displayed in a
variety of ways.
Show or Hide Thumbnails

The thumbnail view displays fax pages in a vertical column on the left.
By default, the thumbnail view in the viewer is closed.

a Click /44l in the viewer toolbar to toggle the display of the thumbnail
view.

Q Click any thumbnail to display the page in the main view.

By default, thumbnails are displayed in Small format. Right-clicking
in the thumbnail panel at the left, offers a selection of Small, Medium
or Large. Choose the size that you prefer.

Rotate or Flip Fax Pages in the Viewer

To rotate the page in the main view Choose Page = Rotate Left
90 degrees to the left:

To rotate the page in the main view Choose Page = Flip
180 degrees:

To rotate the page in the main view Choose Page = Rotate Page
90 degrees to the right: Right

To rotate all pages 90 degrees to Choose Page = Rotate A1l Left
the left:

To rotate all pages 180 degrees: Choose Page = Flip All

To rotate all pages 90 degrees to Choose Page = Rotate All Right
the right:
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Select a Fax Page in the Viewer

To display the first page of the fax Choose
in the main view:

To display the previous page: Choose
To display the next page: Choose
To display the last page: Choose

Page = First

Page = Previous
Page = Next

Page = Last

Change Display Size in the Viewer

To select the next larger display Choose
scale:

To select the previous display Choose
scale:

To resize the fax to fit the vertical Choose
height of the main view:

To resize the fax to fit the Choose
horizontal width of the main view:

To select the best available scale:  Choose

Zoom = Zoom in

Zoom = Zoom out

Zoom = Fit to height

Zoom = Fit to width

Zoom = Best fit

25% to 200% are pre-set scales. 100%, the default scale, is actual size.

Custom displays a window through which you enter a zoom percentage.

Using OCR in the Viewer

Select an OCR Program

Generate an OCR File
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If a program for optical character reading is

available, you can enter its

path and filename in the viewer. The functions available in the
program can then be applied to a TIFF document opened in the viewer.

1 In the viewer, choose File = OCR.

2 Enter the path and file name of the OCR program.

3 Click OK.

1 Launch the viewer and open a TIFF file or double-click on a fax in

LightningFAX manager.
2 Choose File = OCR.

3 Perform whatever OCR function the program makes available.

Note: The operations available will depend on the capabilities of your

OCR program.
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About Saving TIFF Files

Save a Copy

Save the Original

Using the Routing Log

View the Routing Log
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The faxes you access through the manager are actually stored in a
database on the computer that acts as the server in the network.
However, the viewer lets you save a local copy. If you have made
modifications to a fax, for example, by adding annotations, you may
wish to save a local copy on your computer's hard drive, leaving the
original unmodified.

Alternatively, you can choose Save to overwrite the original.

Note: Saving a broadcast is not supported.

Note: Any annotations made prior to this procedure will be saved
permanently.

1 Launch the viewer and open a TIFF file or double-click on a fax in
the manager.
Add any annotations you wish.
Choose File = Save As.

Enter the name of your file. The . tif extension is automatically
applied.

4 Click save.

1 Double-click on a fax in the manager.
2 Add any annotations you wish.

3 Choose File = save.

If the administrator has enable the routing log, you can display the
information it contains about the fax in the viewer. The information
includes the date and time the fax was received and the user, group, or
server who sent it. These comments are automatically entered and
appear in red. You can also enter your own comments. These appear in
black. Both types of comments can be printed.

Note: The administrator must have enabled the routing log before any of
the following operations can be successfully executed.

1 Double-click on a fax in the manager.
2 Choose Fax = Routing Log.

3 Click close to close the Routing Log window.
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Enter a Comment in the Routing Log

=

Double-click on a fax in the manager.

Choose Fax = Routing Log.
Click Insert New Comment.

AW N

Enter the comment and press Return.

You can enter as many comments as you wish by clicking Insert
New Comment.

5 Click Close to close the Routing Log window.

Print the Routing Log

[y

Double-click on a fax in the manager.
Choose Fax = Routing Log.
Click Insert New Comment to add a comment.

Click Print Routing Log to send a copy of the routing log to a printer.

a A~ W N

Click Close to close the Routing Log Information window.
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10 Introducing the
Cover Sheet Editor

Use the cover sheet editor to design new or redesign existing cover
sheets. You can import graphics and bitmap (.bmp) images; add text,
lines and shapes; or customize any of the ten cover sheets included
with LightningFAX.

Use the cover sheet editor:

Q to create, import, and link to OLE 2.0—compatible objects within the
cover sheet editor

Q to draw lines, squares, rectangles, circles, and polygons

(]

to add text and bitmap (.bmp) images

Q to add variables that automatically insert such information as sender
name and company, etc.

Note: In cover sheet editor documentation, the terms item or items refer
to text, lines and shapes, variables, bitmap graphics, and OLE 2.0
compatible objects. The terms object or objects refer only to OLE
2.0 compatible objects.

A wire frame surrounds the items placed in a cover sheet. All items can
be selected with the mouse and edited, deleted, or moved.

Stand-alone fax machines usually have a lower resolution than laser
printers. Your cover sheets may have a slightly coarse appearance
when printed by a fax machine.

Note: The LightningFAX administrator can chose not to install the cover
sheet editor on users’ computers.
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Launch the Cover Sheet Editor

QO Choose Start = Programs = LightningFAX = LightningFAX

Tools = Cover Sheet Editor.

Q Choose Tools = Cover Sheet Editor in LightningFAX manager.

X Untitled - LightningFAX Cover Sheet Editor

File Edit “iew “arables Settngs Refreshl Help
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,5" Untitled - LightningFAX Cover Sheet Editor
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The File Menu
MHew Chrl+k
Open... Chrl+0
Save Chil+5
Save Az
Frint.... Chrl+F
Frint Presiew
Frint Setup...
EecentEile
E =it

The Edit Menu

Unda Chl+Z
Cut Chrl+4
Copy Chrl+C
Paste Chel+4
Delete Del

Inzert Mew Object...
Lirks...
Linked Bitmap Image Ohject
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New allows you to create a new cover sheet.
Open opens a previously saved cover sheet.
Save saves the current cover sheet.

Save As saves your current cover sheet under a different name or in a
different location.

Print prints the current cover sheet.
Print Preview displays cover sheet as it will look when printed.
Print Setup sets print options.

Exit closes the cover sheet editor.

Undo erases the last action.

cut removes the selected object or objects and copies them to the
Windows clipboard. The objects can then be pasted back on the same
page or on another page using the Paste command.

Copy copies the selected object or objects to the clipboard without
removing them. The objects can then be pasted back on the same page
or on another page using the Paste command.

Paste copies the contents of the clipboard to your cover sheet. You can
then paste it as often as needed.

Delete erases selected objects.

Insert New Object lets you create, import and link to graphics, text,
spreadsheets, wave sounds, etc., created with other applications.
Those applications must be installed to enable object creation.

If the cover sheet is linked to any OLE 2.0—compatible objects, the
Links menu selection allows you to edit and update those links. This
menu selection is not available if there are no linked objects in the
cover sheet.

Bitmap Image Object offers a submenu with Edit, Open, and Convert
menu selections. Edit lets you edit a highlighted bitmap using the
editor’s tools. Open opens the image in the application that created it.
Convert saves the image to another file format.

The text of this last menu selection will vary according to the object selected in
the cover sheet. For example, if you have selected a linked CorelDraw object,
the phrase Linked CorelDraw Object appears instead of Bitmap Image
Object. The subordinate menu selections, Edit, Open, and Convert remain
unchanged.
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The View Menu

Toolbars 3
v Statuz Bar

v Grid

Zoom Settings  »

The Variables Menu

General  #
Sender  k
Becipient  ®

The Settings Menu

Page Setup...

The Refresh Menu

Cover Sheet Variables

Toolbars displays the main toolbar, the drawing toolbar, and the text
attributes toolbar.

Status Bar enables or disables the status bar at the bottom of the
cover sheet editor window.

Grid toggles the display of the grid points on the page.

Zoom Settings lets you choose a different magnification setting to
view your pages. By default, the page is displayed at 100%, its actual
size.

There are three categories of variables used in cover sheets: General,
Sender and Recipient. These variables are automatically filled in by
LightningFAX at the time of your fax transmission.

Page Setup lets you chose the page size of the cover sheet: Letter,
Legal, A3, B3 or A4, or view the page dimensions by inches, pixels
ormillimeters.

The Refresh menu refreshes the cover sheet.

There are three categories of variables used in cover sheet: General,
Sender and Recipient. These variables are automatically filled in by
LightningFAX at the time of your fax transmission.

General variables include:

Time

Date

Number of Pages Commentary API Tag 2

Subject API Tag

Sender variables include:

Dear Street Phone Billing Code
Display Name City Fax Sub Billing Code
First Name State/Province Cellular

Last Name Country Pager

Company Zip Code E-mail

Title
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Sender information is defined in the fax sender's Information
property.

LightningFAX User Guide



Chapter 10 Introducing the Cover Sheet Editor

Recipient variables are arranged in four categories.

Name Address Destination Other
Dear Street Destination Phone
Display Name City Fax Extension
Last Name State/Province Fax 2 Cellular
First Name Zip Code Fax 3 Pager
Company Country E-mail Billing Code
Title E-mail 2 Sub Billing Code
E-mail 3 Phone Book Commentary
User 1
User 2
User 3
User 4

Recipient information is defined in the LightningFAX Phone Book.
The menu selection Dear receives the value entered in the Salutation
field in the Phone Book.

OLE 2.0 Compatible Objects

Embedding and Linking

LightningFAX User Guide

Because the cover sheet editor is OLE 2.0 compatible, you can create,
embed, or link to any OLE 2.0 compatible object created with a wide
variety of third-party applications.

When you create a new object, the application that generates it is
launched within the cover sheet editor. That application’s menus,
toolbars, and status bar are integrated into the cover sheet editor
window. An application window allows you to perform the necessary
operations. Clicking outside the window, but within the cover sheet,
closes the application.

Among many others, objects placed in a cover sheet can be CorelDraw
and Corel PhotoPaint graphics, Microsoft Paint graphics, Microsoft
PowerPoint slides, Word and WordPerfect documents, wave sounds,
and video clips.

The application to generate the desired object type must be accessible
from the computer running the cover sheet editor.

Objects

To embed an object is to place it in the cover sheet much like any other
item such as text or a variable. However, an embedded object can be
updated from within the cover sheet editor; when you do, the original
application is launched within the cover sheet editor.

To link to an object is to reference it from the cover sheet without
physically embedding it in the cover sheet. Changes made to the linked
object, using the application that created it, are automatically reflected
in the cover sheet.
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Managing Linked Objects in a Cover Sheet

By default, linked objects in a cover sheet are updated automatically.
When the object is changed through the application that created it,
those changes are reflected immediately and automatically in the cover
sheet. However, updating can be made manual. When manual updating
is selected, the object remains as it was when you originally linked to
it. Changes made to the object are ignored.

For example, a logo already used as a linked object in a cover sheet is
to be modified. You might change the update from automatic to
manual while these changes are being made. When the modifications
are finished, you have the option of returning to automatic updating or
updating manually in anticipation of further changes.

You can also launch the application to edit to linked object directly,
break the link, and change the object. Breaking the link embeds the
object. Changing the object links to another object.

Editing and Converting Objects
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When an object created by another application is selected in the cover
sheet editor, you can edit it by launching the application that created
it. If the object was imported, the application can be launched within
the cover sheet editor or as an independent program. If the object was
linked, the application is always launched independently.

If the formats are supported, you can also convert the object to another
format.

Create a Cover Sheet

Add Text

1 Open the cover sheet editor.

2 Add text, a line or shape, graphic images, variables and OLE 2.0
compatible objects. Users can import or link to an OLE 2.0 compatible
object.

3 Choose Save As and type a name. The .cse extension is
automatically applied.

Text formatting includes bold, italic, and underline; typeface and size;
flush-left, flush-right, and centered.

Click 2,

Draw a text box.

=

Type the text.
Click outside the text box.

A W N

Note: When any text box is selected, clicking il undoes the last edit
that was made on its content. Clicking it again restores the
modifications.
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Add Lines and Shapes
1 Click LI to add a line.
Click EI to add a rectangle or square.

Click EI to add a rectangle or square with rounded corners.

Click EI to add a circle or ellipse.
2 Drag a box at the location you want the object to appear.

Release the mouse button.

Add a Polygon

1 Click EI to add a polygon.

Position the cursor.
Click once and move the cursor to the next corner.
Repeat step 2 as often as required.

4 Double-click to cancel polygon entry.

Add Variables

Chose variables.

[y

Choose a General, a Sender or a Recipient variable.
Drag a box at the location you want the variable to appear.
Release the mouse button.

A W N

Add an Object

The cover sheet editor enables you to insert the content of a file as an
object, so that you may edit it at any time, using the application that
was used to create it.

1 Choose Edit = Insert New Object or click E
2 Select the Create from File option.
If necessary, click Browse to navigate to the file.

Select the Display as Icon option if you wish the object to appear as
an icon in the cover sheet.

3 Select the file and click Open.
4 Click oK.

LightningFAX imports the object into the cover sheet. It may be
necessary to move the object or to change its size.
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Create an Object

The cover sheet editor also enables you to create a new object and
choose the application that you wish to use.

=

HoWN

Link to an Object

Choose Edit = Insert New Object or click @
Select the Create New option.

Choose an application from the list.

Click ok.

The application is launched within the cover sheet editor. Note that
application's menu selections, and its toolbar and status bar are made
available. You can resize the application’s window if necessary.

Perform whatever operations are required to create the object.
Click outside the object but within the cover sheet.

The application is closed, leaving the object you created. It may be
necessary to move or resize the object.

Choose Edit = Insert New Object or click @
Select the Create from File option.

Select the Link option.

If necessary, click Browse to navigate to the file.

Select the Display as Icon option if you wish the object to appear as
an icon in the cover sheet.

Select the file and click Open.
Click oK.

LightningFAX imports the object into the cover sheet. It may be
necessary to move the object or to change its size.

Change a Link to Manual Update

1

2
3

4

Select a linked object.

Choose Edit = Links.

Choose the Manual option.

If necessary, use Cancel to cancel an unwanted operation.
Click close.

Manually Update a Link to an Object

1
2

3

Select a linked object.

Choose Edit = Links.

Click Update Now.

If necessary, use Cancel to cancel an unwanted operation.
Click Close.
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Break a Link to an Object

A W0 N

Update an Object

1
2

Select a linked object.
Choose Edit = Links.
Click Break Link.
Click Close.

Select an object.
Choose Edit = application type Object.

This menu selection is the last in the Edit menu. Its exact name will
change according to the type of object selected. If a bitmap image is
selected, for example, the menu selection will be Bitmap Image
Object. If the object selected is linked to the cover sheet, the work
Linked will appear before the name of the application type.

Choose Edit to launch the original application inside the cover sheet
editor.

Alternatively, choose Open to launch the original application as an
independent program.

If the object is linked to the cover sheet, the application is always
launched as an independent program.

Make whatever updates you need.

When finished, click outside the application if you launched the
application inside the cover sheet editor.

When finished save your changes and choose File = Exit in the
application, if you launched the application as an independent
program.

Update a Linked Object in a Cover Sheet

The following is an alternative method of updating linked objects.

1

5

Convert an Object

LightningFAX User Guide

1

Select a linked object.

Choose Edit = Links.

Choose Open Source.

The original application is launched as an independent program.
Make whatever changes you need.

If necessary, use Cancel to cancel an unwanted operation.

Choose File = Save in the application.

Select the object.
Choose Edit = application type Object = Convert.
Select the target format for conversion in the Convert window.

Only the compatible conversion formats will be available. For example,
a bitmap image created with Microsoft Paint can be converted to a
Picture (Device Independent Image) Bitmap.

Click Ox.
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Edit an Item in a Cover Sheet
1 Select the item.
2 Choose Edit = Cut to remove the item to the clipboard.
Choose Edit = Copy to copy the item to the clipboard.

Choose Edit = Paste to paste the item from the clipboard to the cover
sheet.

3 If necessary, use Edit = Undo to undo an unwanted change.

Delete an Object from a Cover Sheet
1 Select the item.

2 Choose Edit = Delete.

Print a Cover Sheet
1 Open a cover sheet.
2 Choose File = Print.
Change whatever print options you wish.
3 Click oK.

Preview a Cover Sheet
1 Open a cover sheet.
2 Choose File = Print Preview.

3 Choose Close.

Change Cover Sheet Display Settings

To toggle display of toolbars Choose View = Toolbars = Main Toolbar

in the cover sheet editor: Choose View = Toolbars = Drawing

Toolbar

Choose View = Toolbars = Text
Attributes Toolbar

To toggle the display of the Choose View = Status Bar
status bar:

To toggle the display of Choose View = Grid
the grid:

Change Cover Sheet Zoom Settings and Page Display

Cover sheet zoom settings are available in magnifications of 200, 100,
50, and 25 per cent. The default is 100 per cent.

To select a higher zoom Choose View = Zoom Settings = Zoom In
setting:

To select a lower zoom Choose View = Zoom Settings = Zoom Out
setting:
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Change Cover Sheet Page Display

To view the entire page: Choose View = Zoom Settings = Fit
Entire Page

To fit to page width: Choose View = Zoom Settings = Fit Page
width

To fit to page height: Choose View = Zoom Settings = Fit Page
Height

Change Cover Sheet Page Size

Users can select Letter, Legal, A3, B3 and A4 page sizes. You can
also display page size in Inches, Pixels or Millimeters.

1 Choose Settings = Page Setup in the cover sheet editor.
Select a measure, if required.
Select a measure of Inches, Pixels or Millimeters; if required.

2 Select a paper size.
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11 Introducing Profiles

A profile can contain a fax header, reference a cover sheet, and contain
sender information. A profile can also specify a Call Station ID (CSID),
a callback number (CBN), a prefix, a suffix, the number of retries, the
fax priority, and sender billing information. A profile can be associated
with a resource or make use of least cost routing and load balancing. If
a profile is to make use of least cost routing and load balancing, an
LCR network must be configured.

Profiles are saved and can be applied through SendFAX or the Forms
for Microsoft® Outlook.

Profiles serve a variety of needs.

O Administrators can use a profile to specify once the company
information that otherwise would be specified repeatedly in the user
properties of each user.

Q Creating several profiles, each with different sender information,
allows a user to send faxes on behalf of others.

Q An individual user might use profiles to consistently apply a particular
fax header and cover sheet to their faxes. For example, a user might
create one cover sheet for intra-office and another for external
communications. One profile references the first, another references
the second.

Q Several otherwise identical profiles might each reference a different
cover sheet, each cover sheet containing the same information, but in a
different language.

Note: A profile must be used if sender billing information is to be saved
with fax sender information.
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Launching the Profile Manager

Types of Profiles

Q Choose Tools = Profile Management in the manager or in SendFAX.

Profile Management 1]
 List OF Profile: e
Profile Description Owanershi
EDefavilt Created by setu.  Public Edit |
Profile0n Administrato q
Frofile0Z Administrato ﬂl
Delete |
Cloze |
4| | »
s _I Help |

Profiles may be:
Q private, created and used by an individual user
Q public, created by an administrator and available to all users

Q group, created by an administrator and associated with a group

Overlooking its other functions, a public profile provides a means of
specifying corporate information once rather than repeatedly in the
User Properties of every user. Such information would include
company name and address, telephone and fax numbers, Call Station
ID, callback number, etc. This information, entered in a public profile,
overrides the same information entered in a user's Properties.

A group profile serves the same purpose for groups.

Only administrators can edit public or group profiles. All users can
create private profiles. Private profiles are available only to those who
create them.

LightningFAX Default Profile
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Default Profiles

LightningFAX provides a default profile, which uses the name
Default. It references the default cover sheet, also named Default; is
associated with Resource 1, provides for three retries and sets a fax
priority of three. All other information is blank. You can use this as
your default profile, or use it as the basis for other profiles.

Any profile can be declared the default, and there may be a default
profile of each type. When this is the case, LightningFAX automatically
applies first the default public profile. If no default public profile
exists, LightningFAX applies the default group profile. If that does not
exist, it applies the default private profile.

When sending a fax, however, users can select any profile available to
them. For example, although a default group profile exists, a user in
the group can choose their private profile.
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Sender Information

Sender information in public and group profiles includes:

Company Street City State Country
Zip Code Phone Fax Call Station ID (CSID) Callback Number (CBN)
Prefix Suffix

Sender information in private profiles includes the above and the
following:

Salutation First Name Last Name Job Title Email

Cellular Pager Billing Code Sub Billing Code

Profiles can also include a fax header and reference a cover sheet.

Associating a Profile with a LightningFAX Resource

A profile can be associated with a resource. A profile would be
associated with a resource when faxes are transmitted through any one
of several resources. The profile would be applied when a fax is
transmitted through the associated resource.

If least cost routing (LCR) and load balancing have been configured,
the profile can instruct LightningFAX to use LCR when transmitting
faxes.

About Billing Codes

Administrative procedures sometimes require that billing information
be associated with a fax transmission. For example, long distance costs
may be charged to specific departments within a company. A sender
billing code can be specified to identify the department. Similarly, a
recipient billing code might be assigned when clients are to be charged
such costs.

Billing information consists of a billing and a sub-billing code for both
sender and recipient. Using billing and sub-billing codes together can
provide a greater degree of precision. For example, a billing code
might identify a particular department in a national corporation;
several different sub-billing codes might each identify that
department’s regional offices.

Sender billing information is usually specified in a profile, although
this is not mandatory. If no profile is being used, or if the profile being
used with SendFAX does not contain billing information, the fax
sender can enter it by accessing their sender information.

Sender billing information can be stored only in a private profile.

Recipient billing information is usually specified in the recipient’s
entry in a phone book. Again, this is not mandatory. Fax senders can
enter recipient billing information by accessing the fax recipient’s
properties when using SendFAX.
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Enforcing Billing Code Entry and Validation

Fax senders can enter billing information, whether sender or recipient,
at their discretion. However, administrators can enforce the entry of
billing codes.

The following diagram outlines SendFAX operation when the entry of
sender billing information is enforced.

Yes

1 Does the profile you are 1

using include your billing

information?

No Transmit

2 Did you enter your sender 2

billing information in your Yes

sender information in

SendFAX? No

SendFAX prompts you to enter the
billing information when you click Send.

The following diagram outlines SendFAX operation when the entry of
recipient billing information is enforced.

Yes
1 Does the fax recipient’s 1
phone book entry include /

their recipient billing —
information? Place recipient in

No Fax Recipient List

Yes
2 Did you enter the recipient <2>

billing information in the fax
recipient’s property sheet?

Place recipient in
Fax Recipient List as
No canceled recipient

SendFAX places the recipient in Fax Recipient List as canceled recipient
and prompts you for billing information when you reject cancellation

Billing Code Validation

Billing information is validated by entries made to either or both of
two files: sbilling.dat and rbilling.dat. The first file validates
sender billing information; the second, recipient information. Both
files must be stored in the \Program Files\LightningFAX\LFServer
folder. Both are ASCII files composed with any text editor.
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The syntax of entries in these files is

billingcode, [sub-billingcodel], where both entries are any
alphanumeric string. For example, abcindustries, represents the
billing code alone; abcindustries, deptl2 represents a billing and a
sub-billing code. Wildcards can be specified. The question mark, 2,
represents any single alphanumeric character; the asterisk (*)
represents any number of alphanumeric characters.

Note: Although a sub-billing code is optional, the comma must be

1

entered.

In the profile manager, click New.

2 Type a name in Profile Name. An optional description can be entered

in the Description field.

If desired, use Copy Profile Settings From to select an existing
profile as the basis for the new profile.

Administrators can specify the type of profile: Public, Private, or
Group. The default is private. Users create only private profiles.

To create a group profile, select For Group and select the group.

3 Click oK. The Editing Profile window is displayed.
Editing Profile "Profile01"
Profile: Name: IF'rUfiIem Diescription: I
T Use Fax Header ~ Faxing Option:
Sample: Edit Far Header | ﬂ' Use Cover Sheet 7_|
Resource
— Corporate Information IFlesnurce 1 j
Company: I I UselCR
Street: CSID: I
CBM: I
City: | Prefix: I
State: I Suffin: I
Country: I ™ Set this profile as default
Zip Code: I Murnber of Retries: |3 33
Phone: | Fax | Pricrity: |3 3:
— Personal Infarmation
Salutation: i Job Title: I
First Mame: | Email: |
Last Mame: | Cellular: I Pager: I
 Billing Infarmation
Billing Code: I Sub Billing Code: I
ak. | Cancel | Help |

To add a fax header, select Use Fax Header. You can edit fax header
information by clicking Edit Fax Header.

To include a cover sheet, select Use Cover Sheet. Click «| and select
a cover sheet. Only a LightningFAX cover sheet with the .cse
extension can be selected.
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Edit a Profile

Rename a Profile

Delete a Profile
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Type the sender information. Sender information in a profile overrides
the corresponding information in user and group properties.

If required, select a particular resource. Only those resources
configured for use when LightningFAX was installed will be available.

If least cost routing has been configured, administrators can instruct
LightningFAX to use it by selecting the Use LCR option.

To make the profile a default, select Set this profile as default.

If desired, change the number of retries. The default is three. The
maximum is 99.

If desired, change the fax priority. The default is three. Fax priority
ranges from 1, the highest, to 10, the lowest.

If a sender billing code or both a billing code and a sub-billing code is
to accompany the faxes sent using the profile, type them in Billing
Code and Sub-Billing Code.

Click Ox.

In the profile manager, select the profile. Only administrators can edit
public and group profiles.

Click Edit.
Enter whatever changes are necessary.
Click oK.

In the profile manager, select the profile.
Click Rename.

Type the new name.

Click OK.

In the profile manager, select the profile.
Click Delete.

Confirm deletion.
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12 About Annotations

Annotations can be added to a document in SendFAX and a TIFF file
opened in the viewer.

Annotations are added by selecting the type of annotation, drawing a
rectangle in the page displayed, and applying the annotation selected
within the rectangle. All annotations can be resized and moved about
the page. Annotations can also be formatted. Color and thickness can
be assigned to lines and rectangles; color, font, and size can be
assigned to text.

Annotations added in SendFAX are not permanent. They are
superimposed on the page in the Fax Preview page and incorporated in
TIFF file SendFAX generates when you transmit the document. The
original document remains unchanged. Annotations added in the
viewer are saved if you save the TIFF file. The next time you open that
document in the viewer, the annotations will be present. You can then
modify them as necessary.

In both SendFAX and the viewer, annotations are accessed through the
Annotation menu selection.

There are five types of annotations:

Text draws a text box on the currently displayed page. Type the text
immediately after drawing the box. Text boxes can be resized by
clicking them and dragging the handles.

Line draws a line on the page.

Rectangle draws a rectangle on the page.
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Stamp displays a window through which you select a bitmap (. bmp)
file. Select the bitmap file you wish and drag the cursor to form a
rectangle. The selected bitmap graphic is written to the page.

LightningFAX offers three bitmap images: Approved, For Your
Approval, and Please Sign and Return. You can use any others
available. Like any annotation, bitmap stamps can be selected and
resized.

Highlighter draws a rectangular, yellow colored rubber band. Use it to
highlight important text.

Show and Hide Annotations

Add Annotations

QO In SendFAX or the viewer, choose Annotation = Show Annotation

to toggle the display of annotations.

In SendFAX, choose Annotation = Add = Text, Line, Rectangle,
or Highlighter., In the viewer, choose Annotation = Text, Line,
Rectangle, or Highlighter.

Position the cursor at the desired starting point.

Drag the cursor to the desired end point and release the mouse. If you
drew a text box, type the text.

In SendFAX, click L in the Annotation toolbar to cancel the

annotation type. In the viewer, click ¥ ., You must cancel the
annotation type to perform any other operations.

Add a Bitmap (.bmp) Annotation
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In SendFAX, choose Annotation = Add = Stamp.
In the viewer, choose Annotation = Stamp.

A window displays the three bitmap files provided with SendFAX. The
text of each bitmap file is indicated by its filename: Approved, For
Your Approval, and Please Sign and Return.

Select any one of these three or navigate to another directory to select
another bitmap.

Click open.

In SendFAX, the bitmap is automatically positioned at the top left of
the page. Move or resize it as necessary.

In the viewer, drag the cursor to enter the bitmap.
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In SendFAX, select the annotation and choose Annotation =
Delete., In the viewer, select the annotation, right-click and choose
Delete.

Confirm deletion.

Move and Resize Annotations

Edit Text Annotations

Format Annotations

LightningFAX User Guide

1

2

Select the annotation.

Click once. Eight resizing handles appear on the perimeter of text
boxes, rectangles, and highlight. Two handles appear at each end of a
line.

Move the annotation by dragging it., Resize the annotation by dragging
its handles.

In SendFAX, position the cursor over the text box and double-click., In
the viewer, position the cursor over the text box, right-click, and
choose Properties.

Enter the changes.

In SendFAX, click anywhere outside the text box., In the Viewer, click
OK.

Format properties for lines and rectangles include thickness and color.
Format properties for text include foreground and background color;
font and type size; bold, italic, and underline.

Note: Formatting cannot be applied to bitmap images.

1
2

Select a line, rectangle, or text box.

In SendFAX, choose Annotation = Properties., In the viewer,
right-click and choose Properties.

Assign the properties you wish.
Click ox.
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13 Introducing Fax Headers

A fax header is a line of text printed at the top of each page sent.
LightningFAX makes available a large number of variables — Day,
Month, Year, etc — that can be included in a fax header. Text can also
be specified.

Some variables, like Month, Time, and Fax Number, are resolved by the
system. Others, like Company, CSID, and Sender Phone Number, are
resolved by entries made to a user’s or group’s Information property. If
no information is entered there, the variable in the fax header will
contain no information.

Fax headers can be specified (a) in a profile, (b) for an individual user,
(c¢) for a group, and (d) for a resource. That is the order of precedence
when a fax header is specified at more than one level. For example, a
fax header specified in a profile overrides a fax header specified for an
individual user, and so on.

Default Fax Header

After initial installation of LightningFAX, a default fax header is
already associated with resource 1. This fax header includes:

Q the date in Year, Month, and Day

time in Hour, Minute, and Seconds
a Call Station ID (CSID)

]
a
Q a callback number (CBN)
a

the word Page followed by page number and total number of pages
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This fax header may be modified or deleted, as required.

Fax Header |
Field | Type | Characters | - Add Yariable |
Lang ear Wariable 4
o o ] AddTent |
Fonth Wariable 2 .

o L ; | Edit |
Dray Wariable 2 I

10 0d Teut ] Delete |
Tirne Yariable 3 WMeave Up |
" Teut 1

CSID Variable 15 ~|  MoveDown |

92 characters uzed [max ; 95]

Sample
20040519 16:09:37 Interstar  [514)] 7RE-1439 Page:1/933

k. Cancel Help

Add Fax Header to a Resource
Note: Only administrators add fax headers to resources.

1 Select the resource in the manager.

2 Choose Edit = Properties or right-click and choose
Resource Properties.

3 Click Fax Header.
4 Compose the fax header.

Add Fax Header for a Group or User
1 Select a group or user in the manager.
2 Right-click and choose Group Properties or User Properties.
Note: Only administrators add fax headers to groups.
3 Select the Fax Settings tab.

Under Settings, select Use these settings if it is not already
selected.

5 Click Edit Fax Header.
6 Compose the fax header.

Add Fax Header to a Profile

1 Inthe manager, choose Tools = Profile Management to create a new
profile or edit an existing one.

2 Select Use Fax Header.
3 Click Edit Fax Header.

Compose the fax header.
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Add Fax Header in SendFAX

1 Choose Edit = Transmission Settings or click .
2 Click Edit Fax Header.
3 Compose the fax header.

Delete a Fax Header

=

Open an existing fax header.
Click Add variable.

Select No Fax Header.

Click ok and confirm deletion.
Click ok.

a A~ W N

Compose or Edit Fax Headers
Note: Fax headers can be no more than 95 characters long.

Add a Variable

1 Add or open a fax header.
Click Add variable.
3 Select the variable from the list.
The variable Number field identifies the variable.

The Maximum Characters field indicates the longest entry possible.
For example, the Sender Company variable allows for a maximum of
47 characters.

The Characters Used field specifies how many of the available
characters are to be used. For example, if the company name uses 11
characters, you might wish to type 12 in Characters Used; using 11
characters for the name with an extra character for the space before
the next variable.

If you do not make an entry to Characters Used, the maximum
characters are used.

Some variables such as Hour, Minute, and Second must use their
maximum number of characters. That is, you cannot specify fewer
characters than the maximum indicated.

The sample field offers a example of the variable selected.
4 Click ox.

Add Text

1 Add or open a fax header.

1 Click Add Text.

2 Type the text. Blank space can be entered by pressing the spacebar.
3 Click OK.

Your text is placed in the list, with quotation marks added
automatically.
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Edit a Variable or Text

=

Open or add a fax header.

Select a variable or the text already entered in the fax header.
Click Edit.

Make the changes you want.

Click ox.

a A~ W N

Delete a Variable or Text

1 Select the variable or text already entered in the fax header.
2 Click Delete.
3 Click OK.

Reorder Variables and Text

1 Select the variable or text already entered in the fax header.

2 Use Move Up to raise the variable or text one place in the list. Use Move
Down to lower the variable or text one place in the list.

3 Click OK.
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14 Introducing
LightningFAX
Mail Gateways

LightningFAX mail gateways are a means of sending and receiving
faxes without using SendFAX. Most frequently, a gateway is installed
as an alternative to installing and using the manager, SendFAX, and
the various tools and utilities that accompany those products.

If a gateway is installed, it is probable that your administrator wishes
that you send and receive faxes through your e-mail software rather
than through SendFAX. Indeed, it is probable that SendFAX isn’t
installed on your computer.

The gateways include:

Q Gateway for Microsoft Q Gateway for Simple Mail
Exchange Transfer Protocol (SMTP)

Q Gateway for R/3

Note: The gateway for SMTP provides faxing functionality for such
e-mail software as Microsoft Outlook Express, Netscape
Communicator, Eudora, etc. If you are using any of these
products, see See Faxing through the SMTP Gateway on page 131.
to learn how to send faxes.
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LightningFAX Addressing Format

No matter what mail gateway is used to transmit faxes, XMediusFAX
provides a way of specifying per-recipient properties.
The recipient address can be formatted using key=value pairs, that

provide extra information. Each pair must be separated by a forward
slash "/".

Spaces can appear in the values, for example: fn=John Doe.

Here are the keys available:

dear fax

first or £n (first name) pager

last or n (last name) cellular

address company Or co

city email

state jobtitle

zipcode distlist

country billingcode or bc
phone subbillingcode or sbc

These can be used with all LightningFAX gateways. However, each
gateway has a slightly different way of addressing recipients. Examples
are presented in the following sections, according to the gateway
described. See also About Distribution Lists on page 133 for
information on distribution lists.

About the Gateway for Microsoft Exchange

128

If the gateway for Microsoft® Exchange is installed in the network,
users can fax with Microsoft Outlook. Fax recipients can be added to
the personal address book (with Exchange 5.5 only; not available with
Exchange 2000) and a distribution list of fax recipients can be created.
Nothing prevents users from transmitting a same message to both
e-mail and fax recipients at the same time.

Note: The forms for Microsoft Outlook should not be confused with the
gateway for Microsoft Exchange. The gateway and the forms work
together but serve different purposes.

The gateway submits outgoing faxes, generated from mail
messages, to the fax server, and processes mail notifcations
triggered by the fax server.

The forms for Microsoft Outlook are simply an extended graphical
user interface designed for the manipulation of mail messages
sent to and received from the gateway.

Incoming faxes are managed as incoming e-mail messages are
managed.
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Add Recipients to Microsoft Outlook Address Book 1 (Exchange 5.5 Only)
Launch Outlook.

=

Choose Tools = Address Book.
Choose File = New Entry.
Select the LightningFAX Address tab.

a A~ W N

Click OK. The New LightningFAX Address Properties window is
displayed.

o))

Type a Display Name and Fax number.

7 Additional information can be entered in the Business, Phone
Numbers, and Notes tabs.

8 Click oK.

Add Recipients to Microsoft Outlook Address Book 2 (Exchange 5.5 Only)
Launch Outlook.

=

Choose File = New = Mail Message.

Choose Tools = Address Book or click To in the Message window.
Click New in the Select Names window.

Select the LightningFAX Address tab.

Click OK.

Type a Display Name and a Fax number.

N O~ W N

Additional information can be entered in the Business, Phone
Numbers, and Notes tabs.

8 Click oK.

Specify Notification Options for Microsoft Outlook (Exchange 5.5 Only)
Launch Outlook.

=

Choose File = New = Mail Message.
Choose File = Properties.

Click Send Options.

a W N

Select the Fax Options tab.

Under Notify Sent, select Yes to enable notification of
successful transmission.

Under Notify Failed, select Yes to enable notification of
failed transmission.

6 Click OK.
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Specify a Cover Sheet for Microsoft Outlook (Exchange 5.5 Only)

Specify a Fax Header for Microsoft Outlook (Exchange 5.5 Only)

Specify a Call Station ID for Microsoft Outlook (Exchange 5.5 Only)

[y

N1 AW N

7

=

N1~ W N

N OO A~ W N+

Launch Outlook.

Choose File = New = Mail Message.
Choose File = Properties.

Click Send Options.

Select the Fax Options tab.

Under Cover Sheet, select First Mail Attachment. The first mail
attachment will be transmitted as a cover sheet.

Click Ox.

Launch Outlook.

Choose File = New = Mail Message.
Choose File = Properties.

Click Send Options.

Select the Fax Options tab.

Under Settings, type a Fax Header.
Click oK.

Launch Outlook.

Choose File = New = Mail Message.
Choose File = Properties.

Click send Options.

Select the Fax Options tab.

Under Settings, type a Local CSID.
Click ok.

Fax from the Microsoft Outlook Address Book

130

N1 AW N

o

Launch Outlook.

Choose File = New = Mail Message.
Click To.

Use Show Names from the to select your Personal Address Book.

Select a recipient’s name or a fax distribution list

Click To, Cc, or Bcc to transfer recipients to the Message

Recipients list.
Click ox.
Enter the text of your fax.

A cover sheet can be included as an attachment.

You can include any other attachments. These are faxed, like the text

entered in the message window itself.
Click send.
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Fax from Microsoft Outlook

1 Launch Outlook.
2 Choose File = New = Mail Message.

3 In To, type the recipient's name and fax number of using the
following syntax.

[FAX:recipient_name@fax_number] ;
For example:
[FAX:J Doe@222-333-4444].

The keyword FAX, the square brackets enclosing the command, the
name, and the fax number are mandatory. Enter additional recipients
by separating each with semi-colons.

Alternatively, use the LightningFAX addressing format described on
page 128.

An example would be:
fax:/fn=John/Iln=Smith@5551212

Note: As shown above, the fax=fax_number syntax used with other
gateways has no meaning when addressing recipients for the
gateway for Microsoft Exchange, since the number goes after
the "e".

4 Enter the text of your fax.
A cover sheet can be included as an attachment.

You can include any other attachments. These are faxed, like the text
entered in the message window itself.

5 Click send.
Faxing through the SMTP Gateway

E-mail products that use the gateway for SMTP include such products
as Microsoft Outlook Express, Netscape Communicator, and Eudora.
The following section outlines the means to manage address books and
to send faxes. However, details may vary depending on the e-mail
software you are using.

Add Recipients to an SMTP Mail Client

All SMTP mail clients, such as Microsoft Outlook Express and
Netscape Messenger, include an address book in which you can store
names, e-mail addresses, and other information. If the LightningFAX
Gateway for SMTP is installed, you may wish to enter fax recipients in
the address book. The following steps are generalized to apply to most
SMTP mail clients.

Launch the SMTP mail client.

Choose the menu selection that open the address book.

=

Choose the menu selection that allows you to enter a new contact.

HowWN

Type the recipient's name in the fields provided.
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5

In the field that normally receives the e-mail address, enter the
recipient information using the following syntax:

fax=fax number@domain_name
where domain_name is the domain where the email account resides.
For example:

fax=4445555@MyCompanyDomain.com

6 Add the recipient.

Note: All SMTP mail clients allow you to maintain mailing or

distribution lists of the contacts in an address book. The gateway
for SMTP allows you to select a mailing list or distribution list of
fax recipients. However, because the details of adding contacts to
a mailing list vary depending on the mail software, Interstar can
only direct you to the documentation provided by your SMTP mail
software.

Fax from an SMTP Address Book

1

w

N o O h

Launch the SMTP mail client.
Choose the menu selection that initiates a new message.

Choose the menu selection that allows selection of a contact or mailing
list.

Type a title in the Subject field.
Type the text of the fax.
Add whatever attachments are to be sent.

Choose the menu selection that transmits the fax.

Note: The gateway for SMTP supports cover sheets through body codes.

If LightningFAX cover sheets reside on your computer, you can
use the cover sheet body codes. If they reside on the computer
where the LightningFAX server resides, you can use body codes to
specify a public profile that references a cover sheet. See About
Body Codes on page 135 and, specifically, Cover Sheet Body Codes
on page 138 for information. The @@Profile body code is
described on page 136. Your system administrator should detail
which method is available to you.

Fax from an SMTP Mail Program

132

1
2
3

Launch the SMTP mail program.

Choose the menu selection that initiates a new message.

Type the recipient in the To field using the following format:
fax=fax number@domain_name

where domain_name is the domain where the email account resides.

For example:

fax=4445555@MyCompanyDomain.com
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Alternatively, if the gateway has been configured to poll the messages

from a mailbox using the POP3 protocol, you can enter the recipient
like this:

"fax_number"<FAX@smtp server_name.com>
For example:
"3335555"<FAX@centerone.com>
You can also use the XMediusFAX addressing format described on
page 133.
An example would be:
fax=5551212/fn=JdJohn/1n=Smith/
co=MyCompany@domain.com

Note: You can enter several recipients by separating each with a
comma or a semi-colon, depending on the mail program

Enter the text of the fax.
5 Add whatever attachments are to be sent.

6 Choose the menu selection that transmits the fax.

Fax Using a Distribution List

About Distribution Lists

LightningFAX User Guide

All gateways support the use of distribution lists to fax a large number
of recipients.

A distribution list is a comma-separated-value (. csv) file composed in
any text editor or in Microsoft Excel.

Note: The delimiter does not necessarily have to be a comma. Any
acceptable internationaldelimiter may be used, as long as it is
specified in the List Separator field of the Numbers tab, in
the Start = Settings = Control Panel = Regional Options
dialog.

You can create a distribution list using any text editor such as Notepad
or with Microsoft Excel. The .csv extension is mandatory. The file is
arranged in columns and rows. The columns represent a category of
information — such as first name, last name, company, address, fax
number, etc. The rows represent the information about the recipients
that corresponds to the category.

These are the available headings.

Addressl Country LastName Userl
Address?2 Email Pager User2
BillingCode Extension Phone User3
Cellular Fax Salutation User4d
City FirstName State ZipCode
Company JobTitle SubBillingCode
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Creating a Distribution List

Each heading is entered as a single column on the first row. Headings
can be specified in any order and in any combination; although Fax is
mandatory. The value for each category used is specified on the rows
below.

A distribution list in Excel might resemble the following.

FirstName LastName Company Fax BillingCode
Sue Bernard CGF Consulting |989-3333 BAC12ZH12
Albert Fellows ABC Industries |333-2232 A 1094990
Debi Johnson 111-3333

David Mark Katon Inc. 888-0099

Lynn Schiller 999-3333 7708102 THS

Spaces are permitted and most categories — Fax is the exception — can
be without entries.

Note: When using Microsoft Excel, be sure to save the spreadsheet as a
.csv file.

The same information in a .csv text file would match the following.
Spaces are permitted. Unfilled categories are indicated by commas.

FirstName, LastName, Company, Fax,BillingCode
Sue, Bernard, CGF Consulting, 9893333,BAC12
Albert,Fellows,ABC Industries,333-2232,A 1094
Debi,Johnson,,111-3333,

David,Mark,Katon Inc.,888-0099,

Lynn, Schiller,,999-3334,7708

Faxing through a Distribution List

134

1 Launch your e-mail program.
2 Specify the distribution list in the To field using the following format.

distlist=filename.csv
You can also use the LightningFAX addressing format described on
page 128.

An example would be:
distlist=clients.csv@MyFaxDomain.com
3 Include the .csv file as an attachment.
Compose your message.
5 Click send.
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About Body Codes

Body codes are codes you specify in the body of your message. Some
are strictly informational, others perform an action of some kind, a
third type specifies a cover sheet and the sender information to appear
in it. A body code also specifies a distribution list for fax broadcasts.

Body codes are specified in the following format.

@@CODE [value]

Although most specify a value, some do not. For example, the
@@UseLCR body code is used without a value to select Least Cost
Routing. The @ecsSID body code requires a value.

If spaces appear in the value, an address is usually composed of the
number and the name of a street, the value is entered between
quotation marks.

@@CODE "value value value"

If the quotation marks are omitted, only the first string is recognized
as a value. The next strings are considered part of the actual message
being sent.

Note: Body codes are not supported in messages in RTF or HTML
format. If body codes are to be used, the message must be in plain
text.

Informational Body Codes

Informational body codes write information that appears in fax details.
When the fax details are accessed in the manager, the values specified
appear.

Informational body codes include:

@@APITag specifies the API tag to appear in Specific fax
@@APITag2 details. API tags are no more than 10
numeric characters.

@@APITag 12343

@@CallBackNumber specifies the callback number to appear in
Specific fax details.

@@CallBackNumber 191-8888

@@CcsID specifies a call station ID to appear in Specific
fax details. An alphanumeric value is specified.

@@CSID "ABC 123"

Operational Body Codes

Operational body codes perform an action of some kind. Actions can
include specifying a priority, selecting an outgoing LightningFAX
resource, selecting a profile, and scheduling transmission, etc.
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Operational body codes include:

@@AlternateNotificationAddress

@@FaxHeader

@@FaxPrefix

@@FaxSuffix

specifies an alternate notification email address
than the default.

@@AlternateNotificationAddress
email_address

specifies the alphanumeric line to appear at the
top of a received fax. Fax headers can detail
sender information, the company name and a
fax number, or even a slogan.

See Chapter 13 Introducing Fax Headers for
details.

@@FaxHeader "Sent by LightningFAX"

specifies a number to be dialed before the fax
number. An example of a fax prefix is a number
dialed to obtain an outside telephone line.

@@FaxPrefix 9

specifies a number to be dialed after the fax
number is dialed. An example of a fax suffix is
your PIN number.

@@FaxSuffix 9890

@E@NoNotificationOnFail

specifies that no notification appear in your
e-mail program when an outgoing transmission
fails. There is no value to specify.

@@NoNotificationOnFail

@@NoNotificationOnSuccess

@@Priority

@@Profile

specifies that no notification appear in your
e-mail program when an outgoing transmission
is successful. There is no value to specify.

@@NoNotificationOnSuccess

specifies a priority for the fax sender. Entries
range from one, the highest, to 10, the lowest. A
fax sent with a priority of one will be
transmitted before a fax sent with a priority of
three.

@@Priority 3

specifies the profile to be used. Profiles contain
sender information and can reference a fax
header and cover sheet. The value specified is
the name of the profile.

@@Profile profile name
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@@ResourceNumber

@E@Retries

@@ScheduledDate

specifies an outgoing LightningFAX resource.
You must have access to the resource in order to
select it. By default, resources are numbered
from 1 to 15.

@@ResourceNumber 3

specifies the number of times an attempt to
establish a connection should be made. Entries
can range from zero (no retries) to 10.

@@Retries 0

specifies the date your message is to be sent.
This value appears in fax details. Date is
specified in the format YYyy-mMM-DD. The exact
time of day the fax will be sent on that date is
the time the fax is submitted.

@@ScheduleDate 2001-01-31

@@ScheduledDateTime

@@ScheduledTime

@@UseLCR

@@UserID
@@UserPassword

specifies the time your message is to be sent in
seconds since January 1, 1970.

specifies the time your message is to be sent.
This value appears in fax details. Time is
specified in the format hh.mm[:ss] in
24-hours. Seconds are optional.

@@ScheduledTime 23:59

specifies that your message is to be sent using
Least Cost Routing. There is no value to specify.

@@UseLCR

specifies that the fax is to be sent on behalf of

a LightningFAX user. You must know the

user’s LightningFAX user ID and include the

user’s password.

@@UserID Administrator

@@UserPassword grdn25

Note: Administrators can oblige users of an
SMTP mail gateway to verify the right to
send faxes using e-mail software by
entering their LightningFAX user ID
and password. When this is the case, the
@@UserID and @@UserPassword codes
must be used.
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Cover Sheet Body Codes

138

Cover sheet body codes let you specify a LightningFAX cover sheet and
specify the sender information to appear in it. LightningFAX attaches
the cover sheet automatically, placing the sender information in the
body codes in the cover sheet.

For example, you could use the @@Cover body code to select the cover
sheet named Default and use the @@SenderFirstName and
@@SenderLastName body codes to indicate your first and last name in
the message. The fax recipient will receive your message with that
cover sheet and your first and last name correctly listed.

Cover sheet body codes must correspond to the variables that appear in
the cover page. That is, if you specify the @@SenderpPager body code
and use the @@Cover to include a cover sheet that does not have a
pager variable, the code will be ignored.

Cover sheet body codes include:

@eCover specifies a LightningFAX cover sheet to
be sent with your message. Please note
that the .cse extension must not be
entered and that only cover sheets that
reside on the server can be specified
here.

@@Cover Basic02

@@NoCover specifies that no cover sheet be used.
This body code might be applied when
the @@pProfile body code uses a cover
sheet you do not wish to use. There is no
value to specify.

@@NoCover

@@SenderDear specifies a salutation such as Ms. Mr.,
etc.

@@SenderDear Prof.

@@SenderAddressl specifies the sender’s address

@@SenderAddress? @@SenderAddressl "123 Any Street"

@@SenderAddress2 "Suite 3324"

@eSenderBillingCode specifies your main or principal billing

@@SenderSubBillingCode code and a detail sub-billing code. The
first might identify your company, the
second a department within the company

@@SenderBillingCode 123ACME56
@@SenderSubBillingCode Deptl2A

@@SenderCellular specifies the sender’s cellular phone
number

@@SenderCellular 123-545-9999
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@@SenderCity

@@SenderCompany

@@SenderCountry

@@SenderEmail

@@SenderFax

@@SenderFirstName

@@SenderJobTitle

@@SenderLastName

@@SenderPager

@@SenderPhone

@@SenderState

@@SenderZipCode

specifies the sender’s city.
@@SenderCity "New York"
specifies the sender’s company.
@SenderCompany "ABC Industries"
specifies the sender’s country.
@SenderCountry "Great Britain"
specifies the sender’s e-mail address.
@@SenderEmail bjones@abc.org
specifies the sender’s fax number
@@SenderFax 999-7777

specifies the sender’s first name.
@@SenderFirstName John

specifies the sender’s job title.
@@SenderJobTitle Manager
specifies the sender’s last name.
@@SenderLastName Doe

specifies the number of the sender’s
pager

@@SenderPager 345333

specifies the sender’s telephone number.
@@SenderPhone 9998888

Specifies the sender’s state or province or
region.

@SenderState "West Virginia"
Specifies the sender’s zip or postal code.
@@SenderZipCode 100098-1212

Distribution List Body Code

LightningFAX User Guide

@@DistritbutionList

references a distribution list, which must
be included in your message as an
attachment. See About Distribution Lists
on page 133 for details on composing
distribution lists.

@@DistributionList advert0l.csv
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Using Body Codes

140

Body codes are often used to include a few items of information that
might otherwise be omitted.

If you use the @@Profile body code and reference a profile that
already includes a cover sheet, you would be unlikely to also use the
@@Cover body code and use cover sheet body codes to populate it with
sender information. You might, on the other hand, need to use a fax
prefix, or to schedule transmission for a later date or time.

Combining the @@DistributionList and @@ScheduledTime body
code would allow you to fax to a large number of recipients and to
schedule transmission for the early morning hours.

Here is an example of how body codes might be used.

@@FaxHeader "ABC Industries - ** ** - 332-455-9999"
@@DistributionList broadcast02.csv

@@Priority 1

@@ScheduledTime 01:30

@@FaxPrefix 9
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Microsoft Outlook

The forms for Microsoft Outlook let users send and receive fax
messages in a more detailed format, through Microsoft Outlook. Aside
from the basic fax composition form (for sending), there are forms to
be used when receiving notifications of fax system events (Incoming
New, Incoming Failed, Outgoing Sent, Outgoing Failed and
Preview), and forms for creating private or public profiles.

Incoming faxes are received in your inbox and are handled exactly as
you handle the e-mail you receive. HTML and RTF formats are
supported.

Note: To use the forms for Microsoft Outlook with Outlook 2003 on
Windows 2003, you need to either install the Windows 2003
Service Pack 1 or disable "Cached Exchange Mode", in Outlook
2003.

Fax Status

Icons distinguish the various statuses of the faxes you send and
receive. See Incoming and Outgoing Fax Status on page 25 to learn
what each icon means.

Note: The forms for Microsoft Outlook should not be confused with the
gateway for Microsoft Exchange. The gateway and the forms work
together but serve different purposes.

The gateway submits outgoing faxes, generated from mail
messages, to the fax server, and processes mail notifcations
triggered by the fax server.

The forms for Microsoft Outlook are simply an extended graphical
user interface designed for the manipulation of mail messages
sent to and received from the gateway.

The features of the forms for Microsoft Outlook include profiles, cover
sheets, the capability of entering sender and recipient billing
information, etc...
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Forms for Microsoft Outlook and Profiles

A profile, either public or private, is a pre-defined set of values
designed to fill up the composition form. It saves time for the users,
since they do no have to fill out repeatedly the same information for
each fax they send, for instance, the company name, address and
phone numbers; a cover sheet to include with the fax, etc...

In their default configuration, the forms for Microsoft Outlook offer
public profiles, which are usually maintained by the administrator. A
forms user selects either of the profiles when faxing using Outlook.

However, if a user must have private profiles as well, the administrator
installs the Outlook Add-in on the user’s computer. That operation
provides a folder named LFProfiles for the users private profiles.

Private profile fields form a superset of the public profiles fields,
because they are dedicated to a single individual and thus enclose
personnal information such as his/her name, while the latter is shared
amongst individuals in the same organization, and thus encloses global
information such as its address.

Installing the Outlook Add-in also adds the rl button to the Outlook
toolbar. As described below, users can then launch the fax composition
form by making the usual menu selections or simply by clicking the
button (if SendFAX is not installed).

Forms for Microsoft Outlook and SendFAX

Finally, power users sometimes require the still more extensive
functionality of SendFAX, LightningFAX’s main faxing interface.
When this is the case, an administrator installs both the Outlook
Add-in and SendFAX on the user’s computer. Then, when the user

clicks the re button in Outlook, SendFAX replaces the fax
composition form. All the other forms remain accessible.

This chapter assumes that you do not have SendFAX installed. If you
do, see Chapter 6 Introducing SendFAX for complete information on
using that module.

Launching the Fax Composition Form

142

Note: When launching the Composition and profile forms, or sending
a fax composed with them, you may get the following warning
from Outlook:

Microzoft Office Outlook |

& program is trying ko access e-mail addresses you have
stored in Outlook. Do wou want to allow Ehis?

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

[ allow access For |1 mninute j

Yes | Mo I Help |

Simply click Yes.
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1 Launch Outlook.

2 If the Outlook Add-in is installed, click the !g button or choose
Tools = Create a new FAX.

If SendFAX is installed, it is launched automatically. Otherwise, the
Composition Formis displayed in Outlook.
OR

1 Launch Outlook.
2 If the Outlook Add-in is not installed or if it is installed along with
SendFAX, choose Tools = Forms = Choose Form.

Note: If necessary, you may need to select the Organizational
Forms Library in the Look In field, first.

3 Double-click on LightningFAX Composition, or select it and click
Open.

Note: Other forms may be displayed; you can safely ignore them.

ﬂ Untitled - LightningFAX Composition [HTHL]

File  Edt “iew Inzet Fommat  Tool:  Actions  Help

1l
(il
111
11
1k
[
|
T

L Attach as Adobe PDF E | il i A B 5 U|=

Message I Mame I Zampany I Delivery Options I Billing Codes I

Ta... ||
ceo ||

Subject: I

™ Preview Profile: |Mone j Cover Sheet:  |Mone ﬂ
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Managing Sender Information and Transmission Settings

Sender information includes such things as your name and job title,
your contact numbers and email address, your company and its
address, etc...

Sender information is applied only to the current fax. An alternative to
repeatedly entering sender information is to create a private profile.
Your sender information can be entered once in a profile and you
would select that profile when you send a fax.

Using a profile does not prevent you from entering sender information
when sending an individual fax. The information you enter in the
Composition Form will override corresponding information in any
profile you use.

Sender information is organized in four tabs:

Name Company Delivery Options Billing Codes
Salutation Email Prefix Sender Billing
Code
First Name Phone Suffix Sender Sub
Billing Code
Last Name Fax Retries Recipient Billing
Code
Title Cellular Priority Recipient Sub
Billing Code
Pager Delayed Delivery
CSID Notify on
successful
delivery
Callback Notify on failed
delivery
Name Use LCR
Address
City
State/Province
Zip Code
Country
Most of the fields are self-explanatory. However, some fields require
more details:

(0 CSID represents your call station ID.

0 Prefixrepresentsa number to be dialed before the fax number is
dialed; an number dialed to access an outside telephone line is an
example.
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0 Suffix represents a number to be dialed after the fax number is
dialed; an personal access code to permit long distance calls is an
example.

(0 Retries represents the number of times the server retries send a
fax, when it fails to transmit successfully (the remote fax machine
may be busy, or does not answer). A default can be set by the
administrator. The minimum is 0; the maximum 99.

A Priority indicates whose faxes have a higher or lower priority.
Priority ranges from 1, the highest, to 10, the lowest. An
administrator can assign a default, and you cannot enter a priority
higher than the priority assigned by the administrator. By default,
the priority is set at 3.

(0 Use LCR instructs the forms for Microsoft Outlook to use Least
Cost Routing. Briefly, least cost routing is a means of sending
faxes to a LightningFAX server near the final destination via the
internet. The fax is then forwarded from that server to its
destination by telephone. An administrator will inform you if least
cost routing is available. You must select it whenever your faxes
are to use it.

(0 For the outgoing notification forms to be used (see Outgoing Fax
Notifications on page 155), the Notify on successful
delivery and Notify on failed delivery boxes should be
checked accordingly.

Adding Fax Recipients to your Personal Address Book

LightningFAX User Guide

[y
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Choose Tools = Address Book.
Select the appropriate contact list.
Click New.

Select New Contact and click OK.

Enter the recipient's name in the Full Name field. You can then specify
a fax number in the Business Fax field. Alternatively, you can enter
an e-mail address in the E-mail field.

When you send a fax to a contact with a fax number, the fax is sent to
the recipient’s fax machine. When you send a fax to a contact with an
e-mail address, the fax is included as an e-mail attachment and
received in the recipient’s e-mail inbox.

Note: If you enter both a fax number and an e-mail address, Outlook
creates a single contact entry, but presents both destinations as
separate entries in the address book.

Add any additional contact information you wish.
Click save and Close.

Close the Address Book window.
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Creating a Fax Distribution List

Choose Tools = Address Book.

Select the appropriate contact list.

Click New.

Select New Distribution List and click OK.

Enter the name of the distribution list in the Name field.

NOT A~ WO N -

Click Select Members to add existing contacts. Use Add New to add
new contacts.

7 Click OK.
8 Click save and Close.
9 Click oK.

Creating a Private Profile

An administrator must install the Outlook Add-in to provide you with
private profiles. You can have more than one private profile although
each must have a unique name. Information entered in a profile
mirrors the sender information described above. However, the two
notification options are not available.

1 In Outlook, display the folder list.

2 Select the LFProfiles folder.

Note: MRU is the most recently used profile. It is used by the
composition form to remember values used previously. Users
should not manipulate items in this folder.

3 Click New or double-click in the right-hand panel.
4 Enter the information the private profile is to contain.
5 Click save and Close.

E= LF Profile - LightningFAX Private Profile

File Edit “iew |nzert Tools Actions:  Help
| Save and Close Iiﬁ AN & - = - B

Profile Management I Marme I Campans I Delivery Dptions I Billing Codes I

Prafile Mame: I

Cover Sheet: IN-:: Cover j

Descripkicn: I

In the dialog for the Profile Management tab is information
concerning the private profile itself:

Profile Name the name of the private profile;
Cover Sheet select a standard cover sheet;
Description a description of the private profile.
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EE LF Profile - LightningFAX Private Profile

Eile  Edit “iew Inzet Toolz Action:  Help

el Saveand Close gy | ¥ 7 404 &9 - = -2

Prafile Managemenkt I Mame I Company I Delivery Options I Billing Codes I

Salutation; I ﬂ

Firsk Mare: I

Last Mame: I

Title: |

In the dialog for the Name tab is personal information about the
sender:

Salutation

select a standard salutation;

First Name

the first name of the sender;

Last Name

the last name of the sender;

Title

the title used by the sender.

= LF Profile - LightningFAX Private Profile

File  Edt “iew Inzert Tool:  Actions:  Help

|l Save and Cloze ﬁﬁ v -‘_'.I @ = = - B

Prafile Management I Marne I Company I Delivery Opkions ] Eiling Codes I

E-mail;

Phone;

Fax:

Cellular:

Pager:

310

Callback Number:

| administrator@QaLAB Name:

|
Skreet: |

ity |

StakeProvince: I

Zip Code: I

Counkry: I
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In the dialog for the Company tab is information relating the
organization the sender is representing:

E-mail the email address of the sender;

Phone the phone number of the sender or the company;
Fax the fax number used by the sender;

Cellular the cellular phone number of the sender;

Pager the number of the paging device used by the sender;
CSID the Call Station ID of the sender;

Callback Number

a phone number where the sender can be contacted;

Name the name of the organization represented by the sender;
Street the street address of the organization represented by the sender;
City the city where the organization is located;

State/Province

the state or province where the organization is located;

Zip Code

the zip or postal code of the organization represented by the sender;

Country

the country where the organization is located;

= LF Profile - LightningFAX Private Profile

File Edit “iew

Ingett  Toolz  Actionz  Help

|7l Save and Cloze ﬁﬁ v -‘_'.I ,Q; = = - B

Profile Management I Marme I Compansy I Celivery Options I Billing Codes I

Fax Prefix: I

[ Use Delayed Delivery

Fazx SuFfix;: I

Time (HH/MM)

J13 [z |

Retries: |3

[ motifiv on successful delivery

Pricrity:

1|

IDeFauIt j

[ motifiv on Failed delivery

[ UseLck
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The dialog for the Delivery Options tab offers settings that
determine how a fax is to be transmitted:

Fax Prefix

a prefix to be appended before the fax message;

Fax Suffix

a suffix to be appended after the fax message;

Retries

the number of times to retry sending the faxes, before failure;

Priority

select a priority for fax transmission;

Use Delayed
Delivery

check this box to transmit the faxes at a specific time, entered in the
Time (HH/MM) field;

Notify on
successful
delivery

check this box to receive a notification when a fax is successfully
transmitted;

Notify on failed
delivery

check this box to receive a notification when a fax fails to transmit;

Use LCR

check this box to use least-cost routing when sending faxes.

= LF Profile - LightningFAX Private Profile

File  Edi Help
gl Save and Close ﬁﬁ L AN -‘_'.I ,{:}J = = TB

Profile Managemenk I ENT I Cornparny I Delivery Options I Billing Codes ]

“Wiewe Inzert  Tools  Actions

Sender Billing Code: I

Sender Sub Billing Code: I

The dialog for the Billing Codes tab lets you specify billing code
information for the sender, if required:

Sender Billing
Code

the billing code of the sender;

Sender Sub
Billing Code

the sub-billing code of the sender.
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Faxing with Forms for Microsoft Outlook

150

In the Composition Form, click To.

Select a contact list and click Add to add a contact or a distribution list
to make entries to the To or Cc fields (see Adding Fax Recipients to
your Personal Address Book and Creating a Fax Distribution List on
page 146 for more details).

Click ox.
You can enter a Subject, if you wish.

Use Profile to select a profile, if you wish only) (see Creating a
Private Profile on page 146 for more details).

Use Cover Sheet to select a standard cover sheet, if you wish .

Note: A single custom cover sheet (of . cse format) can be added
manually, by specifying it as an attachment to the fax, as shown
in step 8. None must be selected in the Cover Sheet box,
however.

Profiles can include a cover sheet. If the profile you selected
includes one, using Cover Sheet will replace the cover sheet
specified in the profile.

Enter the text you wish to appear on the cover sheet in the message
window.

Click al to navigate to a folder and select the documents you wish to
fax.

If you wish to first receive a Preview notification, before sending the
fax, check the Preview box. The preview is emailed to your inbox, but
the fax is not sent.

Uncheck this box, if you want to actually transmit the fax.

10 Click send.

Note: When launching the Composition form, or sending a fax

composed with it, you may get the following warning from
Outlook:

Microzoft Office Outlook |

& program is trying ko access e-mail addresses you have
stored in Outlook. Do wou want to allow Ehis?

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

[ allow access For |1 mninute j

Simply click Yes.
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Manual Addressing

You can also address a fax by entering an e-mail address in the To field
or by using the following syntax to enter a fax number.

[FAX:recipient_name@fax_number] ;
For example: [FAX:J Doe@111-222-3333].

You can enter more than one recipient by separating each with a
semi-colon.

Notification Forms

There are five different notification forms: Incoming Failed,
Incoming New, Outgoing Failed, Outgoing New and Preview.

The first four enable the gateway for Microsoft Exchange to issue
enhanced notifications, according to the status of sent or received
faxes, while the Preview form, as its name implies, enables it to issue
a notification that includes a preview of an outgoing fax (when
specified in the Composition Form).

Note: These forms are not intended for fax composition, only for
reading, opening them in Outlook is pointless.

When opening a notification form, the content of the fax is displayed
as a TIFF or PDF document, under the default Fax tab (see snapshot
on next page).

Note: The PDF viewing component in Adobe Acrobat Reader 7 is only
compatible with Microsoft Outlook 2003 or Microsoft Outlook XP
with Service Pack 3. Using it with any older version of Outlook
may cause the latter to crash unexpectedly.

The Subject display differs, according to the type of notification:

(O In the case of an Incoming Failed notification, it says Fax
had error when receiving from CSID: Pages x, where
x is the number of pages in the fax.

(A In the case of an Incoming New notification, it says Fax
Received from CSID: Pages Xx.

A In the case of an Outgoing Failed notification, it says Fax
had error when sending to recipient at
destination, where recipient and destination are as
specified by the user.

A Inthe case ofan Outgoing Sent notification, it says Fax sent
to recipient at destination,

1 In the case of a Preview notification, it says: Preview of
fax_subject, where fax_subject is as specified by the user.

There are three other tabs available: Message, Fax Status and
Details.
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B Preview of "Test” - LightningFAX Motification Preview [Plain Text]

File  Edt ‘“iew Inzert Tools Achon:  Form  Lapout  Help
i Fonward | < By (B4 | w3 X | 4 -9 - -ga,na

Fax I Message I Fax Status I Diekails I

Ta: Adrninistrator Sent; Mon 11§15/2004 6:36 PM
o
Subject: Preview of "Test"

«l*l Current Page: 1 Total Pages: 1 @l|'&| hlf"lﬂrl :P<:|H‘|

Mame

Phane Fax 5551212

E-mail  Administrator@QALAB

Senl: 11/115/2004 1 pegels) (indudng cover)
Subjecl Test
omments:

This 15 an exampla

Incoming Fax Notifications

The Message tab displays the basic information you would receive, in
the form of a notification email, from the gateway for Microsoft
Exchange, if the forms were not installed. The values displayed in this
example are the default settings. The content of this display can be
modified by an administrator, by changing the appropriate notification
template file (. wtx).
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B Fax had emmor when receiving from CSID: Pages: 1 - LightningFAX Noti_. B [=][E3

Eile  Edit “iew Inzet Format Toolz  Actions  Form  Lapout  Help

= Forward | S Ba |54 | & | 2% j}( v F - N o QJH
Fax I Message I Fax Skakus I Details I
Fax.f (76 KE)
3tatus : New failed ;I
MessageID HER= I =N
Pages BReceiwved HE
Time Receiwved : Tue, 16 Now 2004 13:08:32 -0500
Duration : 00:01
Remote C3ID
Beturn Code : 0 - No Error.
Channel Number HE
[~

For an Incoming New or an Incoming Failed notification, under
the Message tab, are several display values:

Status the status of the fax, either New or New Failed;
Message ID the ID number of the message, as attributed by the server;
Pages Received the number of pages received, as part of the fax;

Time Received the time and date at which the fax was received,;
Duration the time required for transmitting the fax;

Remote CSID the Call Station ID of the sender;

An Incoming Failed notification also has the following values:

Return Code the error code and message returned with the failed transmission;

Channel Number the number of the channel through which the fax was received.
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The Fax Status tab displays two sections:

B¥ Fax had ermror when receiving from C51D: Pages: 1 - LightningFAX Motification Inc_.. [M[=] E3

o Layout Help

In the Fax Status section are four display values:

Status either Fax Received or Fax had error when receiving;
Time Received the time and date at which the fax was received,;

Pages Received the number of pages received, as part of the fax;

Duration the time required for transmitting the fax.

In the Routing Details section are three display values:

From the user who routed the fax;
To the user to whom the fax was routed;
Remote CSID the Call Station ID of the sender.
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Finally, under the Details tab are four display values:

B Fax had emor when receiving from CSID: Pages: 1 - LightningFAX Motification Inc_. [H[=]E3
File Edit “iew Inzert Format Toole  Actions Form Lavout  Help
S Foward | & Ga |4 | * & [3 X | & -9 - A |} -Q]E
Fax I Message I Fax Status I Dekails I
— Details

Channel Mumber: z

Message 10 =R

Error Code: o

Description: Mo Errar,
Channel Number the number of the channel through which the fax was received;
Message ID the ID number of the message, as attributed by the server;
Error Code the error code returned with the failed transmission (0 if no error);
Description the description of the error.

Outgoing Fax Notifications

The Message tab displays the basic information you would receive, in
the form of a notification email, from the gateway for Microsoft
Exchange, if the forms were not installed. The values displayed in this
example are the default settings. The content of this display can be
modified by an administrator, by changing the appropriate notification
template file (.wtx).

Note: The Notify on successful delivery and Notify on
failed delivery boxes should be checked accordingly, in the
Composition form, if you want to receive outgoing fax
notifications.
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B¥ Fax had error when zending to John Smith at 5551212 - LightningFAX Mot... [l [=] E3

Edit  “iew Inzett  Format  Tool:  Actione Fomm Layout Help

= Forward | () 0B AN S I .@,E
Fa I Message I Fax Status I Details I
Fase ki (75 KE)
aAcatus : Failed |
HessageID 88
Time Submitted i Tue, 16 MNowv 2004 13:05:30 -0500
Time Sent i Tue, 16 MNowv 2004 13:05:32 -0500
Pages 3Sent HE
Duration oo:o1
Femote C3ID
Subject 1 Test
Fax Number : 5551z21z2
Feturn Code 23456 — An error occourred in the fax
driver. Fax transmission was aborted.
Channel Number 1 b
=

For an Outgoing Sent or an Outgoing Failed notification, under
the Message tab, are several display values:

Status

the status of the fax, either Sent or Failed,;

Message 1ID

the ID number of the message, as attributed by the server;

Time Submitted

the time and date at which the fax was submitted;

Time Sent

the time and date at which the transmission of the fax began;

Pages Sent

the number of pages sent;

Duration

the time required for transmitting the fax;

Remote CSID

the Call Station ID of the sender;

Subject

the subject of the fax, as specified by the user;

Fax Number

the phone number of the recipient fax.

An Outgoing Failed notification also has the following values:

Return Code

the error code and message returned with the failed transmission;

Channel Number

the number of the channel through which the fax was sent.
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The Fax Status tab displays two sections:

B Fax had error when sending to John Smith at 5551212 - LightningFAX Not... [M[=]E3

orm - Layout  Help

In the Fax Status section are four display values:

Status either Fax Sent or Fax had error when sending;

Time Completed the time and date at which the transmission of the fax was completed;
Pages Sent the number of pages sent;

Duration the time required for transmitting the fax.

In the Routing Details section are three display values:

From the user who routed the fax;
To the user to whom the fax was routed;
Remote CSID the Call Station ID of the destination.
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Finally, under the Details tab are four display values:

B Fax had emor when sending to John Smith at 5551212 H=]

File Edit “iew Inzert Toolz Achons  Form Lapout  Help

S Foward | S B3 |4 | & S 3 X | @& -9 - -@]B

Fax I Message I Fax Skatus I Details I

— Details
Channel Mumber; 1
Message ID: g3
Error Code: 23456

Description: &n error occurred in the Fas driver,
Fax transmission was aborked,

Channel Number the number of the channel through which the fax was sent;

Message ID the ID number of the message, as attributed by the server;

Error Code the error code returned with the failed transmission (0 if no error);

Description the description of the error.

Preview Notifications

B Preview of "Test" - LightningFAX Motification Preview [Plain Text] M=l E3

File  Edit “iew Inzet Fommat Tool:  Action:  Form  Lapout  Help

= Forward | = A v S X e - N a) -Q'JB

Fax I Message I Fax Status I Details I

Fauc bF (44 KE)
Thiz iz just a preview &
Status ! Preview
Time : Mon, 15 MNow 2004 12:35:53 -0500
Subject 1 Tes=st j
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Under the Message tab is the text This is just a preview, as
well as three display values:

Status always Preview;
Time the time and date at which the preview transmission was completed,;
Subject the subject of the fax, as specified by the user.

The Fax Status tab displays two sections:

B Preview of "Test" - LightningFAX Notification Preview [Plain Text] M=l E3

File  Edit “iew Inzet Fommat Tool:  Action:  Form  Lapout  Help

= Forward | & 53 |24 | & | % X | - F - N iy -@B

Fax I Message I Fax status I Details I

— Fax Status
Skakus: Fax with no skatus
Tirne Conpleted: £:35:53 PM 11/15/2004
Pages Senk:
Drakior : 0 sec,

— Routing Details

From: Administrator
To: 5551212
Remote CSI0: Presview

In the Fax Status section are four display values:

Status always Fax with no status;

Time Completed the time and date at which the preview transmission was completed;
Pages Sent always empty;

Duration always 0 sec.
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In the Routing Details section are three display values:

From the sender identification;
To the recipient identification;
Remote CSID the Call Station ID of the destination.

Finally, under the Details tab are four display values:

B Preview of "Test" - LightningFAX Motification Preview [Plain Text]

o Lavout  Help

Channel Number not applicable in a Preview notification;

Message ID not applicable; always 0 (0) in a Preview notification;
Error Code the error code returned, if any (0 if no error);
Description the description of the error.

160 LightningFAX User Guide



16 Introducing the Forms for
Lotus Notes

The forms for Lotus Notes let users send fax messages in a more
detailed format, through Lotus Notes.

Launching the Lotus Notes Client

To launch the Lotus Notes client:

1 Click Start = Programs = Lotus Applications = Lotus Notes.

2 Log in, using your Domino account.
Opening the Fax Memo Form

There are two ways to open the form for creating a new fax:

1 Click onthe Mail Fax Template on server_name icon in the
client workspace (where server_name is the name of the Lotus Notes
server).

2 Select Create = Fax.

or

1 Double-click on the Mail Fax Template on server nameicon in
the client workspace.

2 Under the Mail Fax Template - Fax tab that appears
(corresponding to the Fax item in the views selection of the left-hand
panel), click New Fax.

A Fax Memo tab appears, under which you may enter the information
and contents of your fax.
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[@ Wwiorkspace l'ﬁil‘\ Fax Configuration Xl _ﬁ] Mail-Fax Template - Fax Xl -—‘|\] Fax Memo

[ Close ] [ Fax Address ] [ Email Address ]

Administratorfinterstar
30/0372005 04:27 P Message

Fax To:
Ernail To:
Subject:
Cover Sheet:

Form Layout

MNarme

Company Delivery Options Billing Codes

| &

BasicOl

The form layout is made-up of sender and recipient information and
transmission setting fields, contained in a series of five tabs. Fields are
the basic elements of data capture, storage, and display on forms.

Fields

Message Tab

Fax To:

The fax number of the recipient(s);

Note: Click the button to resolve the recipient numbers.

Email To:

Subject:

Cover Sheet:

Name Tab

The email address of the recipient(s);
The subject of the fax memo;

A selected cover sheet, to append to the memo.The
default cover sheet is Basic01.

None does not append any cover sheet.

[@ winrkspace l'&il‘\ Fax Configuration Xl _L} Mail-Fax Template - Fax Xl‘_‘._tha:-c Memo 3

[Close][FaxAddress ] [ Email Address][Send]

Administratorfinterstar

I0/032005 04:27 Phd Message Mame Company Delivery Options Billing Codes
Salutation: Vl
First Name:
Last Mare: Adrninistrator
Title:
Salutation: A selected greeting. Available values are: Mr., Miss,

First Name:

Last Name:

Title:

162

Madam, Mister;
The sender’s first name (surname);
The sender’s last name;

The sender’s job title.
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Company

Company Tab
[@ wiorkspace l'&ii\ Fax Configuration X]_l} Mail-Fax Template - Fax Xl -—‘F] Fax Memo
[Close][FaxAddress][ErnaHAddress][Send]
Administratorfinterstar
30i0372005 04:27 Phd Message Hame
Email:
Phone:
Fax:
Cellular:
Pager:
CSID:
Callback Murmber:

Email:
Phone:
Fax:
Cellular:
Pager:

CSID:

Callback Number:

Name:

Address:

City:

State/Province:

Zip/Postal Code:

Country:

Delivery Options Tab

[@ Workspace l'@ii\ Fax Configuration XI'_;)J Mail-Fax Template - Fax Xl'_—._\hFax Memo 3

[Cluse][FaxAddress][ErnaHAddress][Send]

The sender’s email address;

Celivery Cptions

Billing Codes

Marme:

Address:

City:

State/Province:

Zip/Postal

Code:

Country: |

The sender’s company phone number (voice);

The sender’s company fax number;

The sender’s cellular phone number;

The sender’s pager number;

The sender’s Call-Station ID;

The sender’s callback number (CBN);

The sender’s company name;

The sender’s company address (number and

street);

The city where the sender’s company is located;

The state or province where the sender’s
company is located;

The sender’s company ZIP or postal code;

The country where the sender’s company is

located.

Administratorfinterstar

300372005 04:27 Phd Message Harme

Retries: I:I
Priority:

LightningFAX User Guide

Company

Delivery Options

[T Motify on successful delivery
™ Motify on failed delivery

[T UzeLCR

[T Delayved delivery

Date:[30/03/2005 18] Tirme:[04:27 P

Billing Codes

a
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Prefix:

Suffix:

Retries:

Priority:

When it is necessary to dial a number to access an
external line, that the prefix number can be
entered here. In most cases, the prefix is 9;

Appears after the fax number. An example of a
suffix is a PIN number dialed after a telephone
number to authorize a long distance call;

Specifies the maximum number of times the
gateway tries to transmit the fax memo, before
failing.The maximum is 99;

Specifies the fax priority. It ranges from 1, the
highest, to 10, the lowest;

Notify on successful delivery

Notify on failed

Use LCR

Delayed Delivery

Billing Codes Tab

Check this box to issue a notification after a fax is
sent successfully;

delivery

Check this box to issue a notification if a fax is
cannot be transmitted;

Check this box to enable least-cost routing, if it
has been configured;

Check this box to transmit the fax memo at a
specific time, entered in the Time and Date
fields.

l@Workspace ]'@ii\ Fax Configuration XI‘_;} tail-Fax Template - Fax Xl'__f] Fax Memo X

[Close ] [ Fax Address ] [ Email Address ] [ Send ]

Administratorfinterstar
3000372005 04:27 P
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Message Mame Company Delivery Options Billing Codes

Zender Billing Code: | |

Sender Sub Billing Code: | |

Recipient Billing Code: | |

Recipient Sub Billing Code: | |
Sender Billing Code: The billing code of the sender;
Sender Sub Billing Code: The sub-billing code of the sender;
Recipient Billing Code: The billing code of the recipient;

Recipient Sub Billing Code: The sub-billing code of the recipient.

Note: For more information about billing codes, see About Billing Codes

on page 115.
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Buttons

Number Resolution

Individuals

Lotus Motes

Chapter 16 Introducing the Forms for Lotus Notes

Some buttons are also available, to execute simple actions.
Close Lets you close the fax memo without saving it.

Fax Address Lets you select recipients (individuals or groups)
from an address book. When one or more names
are selected, it tries to resolve the fax numbers, as
described in the next section.

Note: Click the button to resolve the recipient numbers again.

Email Address Similarto Fax Address, lets you select recipients
from an address book and returns the associated
email address.

Send Once the fax memo is completed, performs fax
number resolution (if it hasn’t been done already)
and transmits it.

The rules for resolving the recipient fax number are as follows:

If a recipient exists in one of the Lotus Notes address books, but does
not have a fax number, a dialog box appears, prompting you to enter a
number for this individual.

Enter the Fax Mumber for:  John Smith

Cancel

If a recipient exists in one of the address books and has only one fax
number specified (either Home fax or Office fax), the resolution
then returns this number.

If a recipient exists in one of the address books and has multiple fax
numbers (Home fax and Office fax), a dialog box appears,
prompting you to select which number the fax memo is to be sent to.

Lotus Motes E

Enter the Fax Numberfor:  Jahn Smith

v "John Smith" <Fax=555-065-1212(@Fax com>

v i John Smith* <Fexe555-555-1 3138 ax.com>
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Groups
The same rules as for individuals apply for groups,
Note: Lotus Notes lets you embed groups within groups, up to six levels
deep.
Changing the Language for the Fax Memo Form
By default, the language for the fax memo form is determined by the
Lotus Notes regional profile. To change it:

1 Select File = Preferences = User Preferences.

2 Inthe User Preferences dialog that appears, click
International.

User Preferences Ea

)

Baszics

3 = Intemational Feqional profile includes options throughot the [ntermational tab

Reagional profile IEninsh j | Fezet Profile to Defaults

Spell Check

Calendar Cantent language |English
£ @ Mail Sorting [Use 03 -
@ Instant Messaging Alternate narme language IEng"gh
T Ports Import/E=port characters IWestern European and LIS [aindows)

% Replication
Unit af meazurement;
" |nches

' Centimeters

| (] I | Cancel

3 Inthe Regional profile box, select the desired language.

4 Exit and restart the Lotus Notes client.
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Creating and Sending a Fax

Note: Ifa field in any tab of the form is left empty, the equivalent setting

defined for the LightningFAX user is used as default.See
Managing User Properties on page 45, for more details.

In the fax memo form, under the Message tab, type the fax number(s)
or the email addresses to which you want to transmit, in the Fax To
and Email To fields.

You may also click on the Fax Address or Email Address buttons
respectively to select recipients, by double-clicking on them in the
Select Addresses dialog (or by clicking on them and clicking on
the To button), and clicking Ok when done..,

Select Addresses K E

Choose address book I.ﬁ.dministratur's Address Boak j Wiew by IList by name j
Find namesz starting with I ..
Recipients
#2 | ocalDomainServers To | = Te

e OtherDomainSerers

& Sith  John

P+ |

| Remaove | | Hemnve.ﬁ.lll

I 2k, || Cancel Lff:
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Note: The fax numbers selected are automatically resolved. Click the

button to resolve your selections again.
Enter the subject of the fax memo in the Subject field.

If needed, select a cover sheet in the Cover Sheet box. The default
cover sheet configured for the gateway for SMTP is chosen by default.

If you do not want to include a cover sheet, select None.
Enter the content of your fax memo, in the blank area below the line.

Note: You may also enter or edit this at any time, under any of the
other tabs.

Click on the Name tab.

Enter a Salutation, First Name, Last Name and Title, as
needed.

Click on the Company tab.
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8 Fill the fields as needed.
9 Click on the Delivery Options tab.
10 Enter a Prefix, Suffix, Retries and Priority, as needed.

11 Check the Notify on successful delivery and/or the Notify
on failed delivery boxes, if you want to receive notifications
when those events occur.

12 Check the Use LCR box, to enable least-cost routing.

13 Check the Delayed delivery box, if you want the fax memo to be
transmitted at a later time.

To set the delay, you can either type the date in the N
DD/MM/YYYY format, in the Date field, and the time - 02:00 P -
in the HH:MM PM format, in the Time field, or by L 0300 pM 4
clicking on the 1 or @ buttons, respectively, o4 2?3 I
and selecting them. F OO0 P A
EOE:00 PR S

<o March 2006 o> S
Mo Tu'We Th Fr Sa Su s ]
221 2 3 4 5 E  CEORFH
7 8 9 10 11 12 13 p US00FM
14 15 16 17 18 13 20 F 1000 FM-
2022 23 24 25 26 1700 P A
28 23[30]x1 1 o = L 120040 |
v o

14 Click on the Billing Codes tab.
15 Fill the fields as needed.
16 Click send.
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Symbols
.csv file 133
example 134

A

accessing user properties 46
additional faxing interfaces 4
administrators 5
locking properties 47
modifying resource properties 6
All Resources 6
annotations 94
adding 120
a stamp 120
deleting 121
editing text 121
formatting 121
in SendFAX 119
in the viewer 119
moving and resizing 121
showing and hiding 120
types 119
highlighter 120
line 119
rectangle 119
stamp (bitmap) 119
text 119

B
billing codes 115-117
billing 115
enforcing entry 116
in SendFAX 69
must use profile for sender information 113
recipient 115
sender
in profiles 113, 115
sub-billing 115
utility 115
validation 116

C

callback number
adding or changing in SendFAX 66
in profiles 113

CBN
see callback number
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client 2
manager 2
SendFAX 2
third-party fax utilities 2
Common Resource 6
composing or editing a fax header 125-126
copying a fax 35
cover sheet editor 3
adding
a polygon 107
lines and shapes 107
text 106
variables 107
changing display settings 110
page 110
size 111
zoom 110
creating a cover sheet 106
deleting an item 110
editing an item 110
launching 102
menus
Edit 103
File 103
Refresh 104
Settings 104
Variables 104
View 104
OLE 2.0 compatible objects 105-106, 107-109
adding 107
converting 109
creating 108
editing and converting 106
embedding and linking 105
links 108
breaking 109
changing to manual update 108
manually updating 108
managing 106
updating 109
linked 109
preview 110
printing 110
utility 101
cover sheets
adding
a polygon 107
lines and shapes 107
text 106
body codes 138
choosing in SendFAX 13-14
creating 106
deleting an item 110
editing an item 110
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in profiles 113
managing in SendFAX 63-64
objects
adding 107
converting 109
creating 108
links 108
breaking 109
changing to manual update 108
manually updating 108
updating 109
linked 109
preview of 110
printing 110
specifying for Microsoft Outlook 130
variables 104
adding 107
general 104
recipient 104
sender 104
CSID
adding or changing in SendFAX 66
in profiles 113
specifying for Microsoft Outlook 130

D

Default Recipient 17
deleting

a fax header 125

a fax transmission 37
distribution lists 133-134

.csv file 133

example 134

about 133

body codes 138

creating 134

example in Microsoft Excel 134

faxing through 134
drivers

and resources 6

E

editing fax information 33
email a TIFF file
using the PrintToMail printer driver 78
with a specific resolution 78

F
fax documents
managing in SendFAX 62-63
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fax headers 123
adding
in SendFAX 125
to a group or user 124
to a profile 124
to a resource 124
adding or editing in SendFAX 69
composing or editing 125-126
default 123
associated with Resource 1 123
deleting 125
in profiles 113
maximum length 125
specified in 123
order of precedence 123
specifying for Microsoft Outlook 130
text
adding 125
deleting 126
editing 126
re-ordering 126
variables 123
adding 125
deleting 126
editing 126
re-ordering 126
fax list
display 24-26
searching 37-38
by date
advanced 38
by fax status 38
by text 37
sending information
to a file 33
to a printer 34
faxes
priority
adding or changing in SendFAX 67
status 141
faxing from
SendFAX 65
third-party applications 73
Mail Merge for Word
see Mail Merge for Word
with a specific resolution 74
Word 73
forms for Lotus Notes 161-168
creating and sending a fax 167-168
empty fields 167
fax memo form
changing the language 166
opening 161
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layout 162-165
buttons 165
fields 162-164
tabs
Billing Codes 164
Company 163
Delivery Options 163
Message 162
Name 162
number resolution 165
groups 166
individuals 165
forms for Microsoft Outlook 141-160
and profiles 113, 142
private 142
public 142
and SendFAX 142
composition form
adding fax recipients to your personnal
address book 145
creating a fax distribution list 146
managing sender information
transmission settings 144-145
sender information 144
default configuration 142
description and utility 141
fax composition form
launching 142-143
fax status 141
faxing with 150-151
features 141
manual addressing 151
Microsoft Outlook add-in 142
notification forms 151-160
incoming 152-155
outgoing 155-158
preview 158-160
profile forms
creating a private profile 146-149
launching 142-143
types 141
versus gateway for Microsoft Exchange 141
with Microsoft Outlook 2003 141

and

G
gateways 4
body codes 135-140

cover sheets 138
distribution lists 138
format 135
informational 135
operational 135
using 140
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distribution lists
see distribution lists
for Microsoft Exchange 4, 127, 128-131
adding recipients to the Microsoft
Outlook address book (version 5.5
only) 129
faxing from
Microsoft Outlook 131
the Microsoft Outlook address book
130
specifying
a cover sheet for Microsoft Outlook
(version 5.5 only) 130
a CSID for Microsoft
(version 5.5 only) 130
a fax header for Microsoft Outlook
(version 5.5 only) 130
notification options for Microsoft
Outlook (version 5.5 only) 129
for SAP (R/3) 4,127
for SMTP 4, 127, 131-2?
adding recipients to a mail client 131
faxing from
a mail program 132
an address book 132
LightningFAX addressing format 128
utility 127
groups 5
adding a fax header 124
properties 47

Outlook

H

Hewlett-Packard
9100C Digital Sender 5
scanner service 5

HP
see Hewlett-Packard

L
launching
SendFAX 55
the Lotus Notes client 161
the manager 21, 45
the viewer 92
LCR 15
and profiles 16,113, 115
fax status in the manager 25
transmitting in SendFAX using 68
least-cost routing
see LCR
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additional faxing interfaces 4
addressing format 128
client
see client
gateways
see gateways
groups
see groups
printer driver 3
PrintToMail printer driver
see PrintToMail printer driver
profiles
see profiles
resources
see resources
scanner service 5
tools 3
cover sheet editor 3
private phone book 3
viewer 3
user status
see users
utilities
see utilities
load-balancing
and profiles 113, 115
transmitting in SendFAX using 68
logging into
SendFAX 7-9
choosing the login format 8
using
a Microsoft Windows NT domain
account 7
LightningFAX authentication 8
the manager 7-9
choosing the login format 8
using
a Microsoft Windows NT domain
account 7
an LDAP user account 21
LightningFAX authentication 8
Lotus Notes
client
launching 161
forms
see forms for Lotus Notes
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Mail Merge for Microsoft Word 4, 74-77
creating a main document and a data source 75
faxing from

SendFAX 76
Word 76
with a specific resolution 77

manager 2
archiving faxes 23
editing fax information 33
fax details 39-43

general 39-41
incoming faxes 39-40
item information 39
sender information 39
time and size information 40
outgoing faxes 41
destination information 41
item information 41
time and size information 41
other 43
specific 42
transmission information 42
fax display 21, 24-26
column headings 24
adding 34
deleting 34
replacing 34
sort order 24
fax list
see fax list
fax status 25
broadcast 25
LCR 25
fax transmission 22
introduction 21
launching 21, 45
logging into 7-9
choosing the login format 8
using
a Microsoft Windows NT domain
account 7
an LDAP user account 21
LightningFAX authentication 8
managing faxes
see managing faxes
menus
Edit 26
Fax 28
File 26
pop-up 29
broadcast fax 30
column headings 31
fax 29
user ID 29
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Refresh 29
Tools 29
View 27
sending fax list information
to a file 33
to a printer 34
transmitting from 35-37
copying a fax 35
deleting a fax transmission 37
pausing a fax 35
re-routing a fax 35
re-submitting a fax 36
at a later time 36
routing a fax manually 35
sending a fax 36
as email 36
stopping a fax transmission 37
user properties
accessing 46
see managing user properties
viewing fax details 33
managing
faxes 34
printing 34
viewing 34
user properties 45-53
advanced 53
changing the tree view 53
hiding other users 53
show the user ID and full name 53
changing
the refresh rate 52
your password 47
confirming archiving upon deletion 50
notifications
changing the rate 49
specifying
email options 49
pop-up options 48
outgoing faxes
specifying
LCR 52
the default resource 52
selecting
a printer 51
manual refresh 52
specifying
archiving options 49
company information 47
deletion options 50
fax forwarding 51
fax settings 48
personal information 47
printing options 51
the number of retries 48
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overview 1

who should read it 1
MAPI address books

in SendFAX 69
Microsoft Exchange

see also gateways
Microsoft Outlook

see also gateways

add-in 142

forms for

see forms for Microsoft Outlook

Micrsosoft Mail Merge for Word

see Mail Merge for Word
Micrsosoft Windows

faxing from Word 73

N

normal user 5
notifications

specifying options for Microsoft Outlook 129
number of retries

adding or changing in SendFAX 67

in profiles 113

(o)

overview of the manual 1

P

pausing a fax 35
phone books
adding 82
compacting the database 84
contact lists
adding 82
deleting 82
renaming 83
contacts
adding 83
deleting 83
editing 83
default 79
display 86
column headings
adding 86
deleting 86
external data sources 87-89
importing 87
linking 88
updating linked 89
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groups 84-85
adding 84
adding an existing group to 85
contacts 84
adding existing 85
adding new 84
deleting 85
deleting 84
deleting a group from 85
in SendFAX 9-13
introducing 79-80
launching 80
managing 82-84
in SendFAX 59-60
menus
Edit 81
File 81
Tools 81
View 81
opening 82
searches 85
finding a contact 85
using advanced find 86
prefix
adding or changing in SendFAX 67
in profiles 113
printer
sending fax list information to 34
printing a fax 34
PrintToMail printer driver 4, 77-78
email a TIFF file 78
with a specific resolution 78
private phone book 3
profile manager
creating 117-118
deleting 118
editing 118
launching 114
renaming 118
profiles 3
adding a fax header 124
and LCR 16
and resources 15
applied
through SendFAX 113
through the Forms for Microsoft Outlook
113
associating to resources 113, 115
contents 113
callback number 113
cover sheet 113
CSID 113
fax header 113
number of retries 113
prefix and suffix 113
sender billing information 113, 115
sender information 113
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creating 117-118
default 114
associated with Resource 1 114
deleting 118
editing 118
in SendFAX 14-16
managing in SendFAX 64
must be used with sender billing information 113
renaming 118
sender information
in group 115
in private 115
in public 115
types 114
group 114
private 114
public 114
using
LCR 113,115
load-balancing 113, 115
utility 113

R

re-routing a fax 35
Resource 16

default fax header associated with 123

default profile associated with 114
resources 6

adding a fax header 124

All Resources 6

and drivers 6

and profiles 15

and users 6

associating profiles to 113, 115

Common Resource 6

Resource 16

selecting an outgoing resource

in SendFAX 68

re-submitting a fax 36

at a later time 36
routing faxes 17-19

manually 35

S
SAP (R/3)
see gateways
scanner service 5
searching the fax list
by date
advanced 38
by fax status 38
by text 37
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SendFAX 2
accessing 9
adding
or changing a fax header 125
adding or changing
a callback number 66
a CSID 66
a fax header 69
a prefix 67
a suffix 67
the fax priority 67
the number of retries 67
addressing
a fax 16
transmissions 60-62
manually 60
advanced transmission settings 65-69
annotations 119
billing information 69
cover sheets
adding a comment 63
cancelling selected 63
choosing 13-14
managing 63-64
selecting 63
toggling availability 63
display 55-56, 59-60
addressing fields
cancel display 71
advanced management 70-71
fax preview 56, 70
full 70
zooming 70
fax recipient list 55
manual addressing fields 55
moving the phone book display 60
removing the phone book 60
thumbnail view 56
zooming 70
with phone or address books 59
editing sender information 65
fax documents
cancelling transmission of a page 62
deleting a page 63
inserting 62
managing 62-63
re-ordering pages 62
restoring a cancelled page 63
faxing from 65
faxing using Mail Merge 76
introducing 9-17
launching 55
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logging into 7-9
choosing the login format 8
using

a Microsoft Windows NT domain

account 7
LightningFAX authentication 8
MAPI address books 69
menus
Annotations 58
Edit 57
File 56
Preview 58
Thumbnail 57
Tools 58
View 57
phone books 9-13
contact lists 11
contacts 11
grouped 12
ungrouped 11
default 9
displaying 13
groups 11
in display 59
managing 59-60
moving in display 60
public 59
removing from the display 60
selecting
a contact list 60
a recipient
displayed 61
not displayed 61
toggling availability 60
profiles 14-16, 113
cancelling selected 64
generating 64
managing 64
selecting 64
recipients
cancelling transmission to 61, 62
changing destination quickly 61
deleting from the list 62
editing information 61
selecting from a phone book
displayed 61
not displayed 61
sending an outgoing fax resource 68
transmission
saving 68
scheduling 67
using
LCR 68
load balancing 68
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sending
a fax 36
as email 36
fax list information
to a file 33
to a printer 34
SMTP
see gateways
stopping a fax transmission 37
suffix
adding or changing in SendFAX 67
in profiles 113
super-users 5
routing faxes 17-19

T
third-party fax utilities 2

U
users
adding a fax header 124
and resources 6
managing properties
see managing user properties
properties 47
status 5
administrators 5
normal 5
super-users 5
utilities 73-78

faxing from Microsoft Windows applications 73

Mail Merge for Word
see Mail Merge for Word
with a specific resolution 74
Word 73
PrintToMail printer driver
see PrintToMail printer driver

Vv

viewer 3

annotations 119

display
changing the size 97
managing settings 96-97
rotating or flipping fax pages 96
selecting a fax page 96

emailing a fax through 95

forwarding a fax from 95

launching 92
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Annotation 94
Fax 93
File 92
Page 93
Thumbnails 95
View 93
Zoom 94
opening a fax 95
printing a fax from 96
long fax 96
routing log 98
entering a comment 99
printing 99
viewing 98
saving TIFF files 98
copies 98
modified original 98
using OCR 97
generating a file 97
selecting a program 97
utility 91

viewing

afax 34
fax details 33
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