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Getting Started

MyFax is an email- and web-based internet fax service designed for sending and
receiving faxes. The fax messages are sent and received using the internet. Once a fax
is sent, you can check its delivery status using the MyFax online web reporting tools.

Setting up an account

Before you can begin to use MyFax, you must sign-up for a MyFax account using the
secure online form found at MyFaxCentral, located at www.myfax.com.

MyFax requirements

Email requirements

To send and receive faxes, you need an email account, a MIME-compliant email
application, and Internet access.

Web browser requirements
For web-based faxing, the following browsers are officially supported by MyFax:

e Microsoft Internet Explorer 6.x
e Firefox 1.5

Other browsers must have the following features enabled in order to access MyFax
through the web interface:

e SSL encryption at the 128-bit level or higher

e Tables

e Cookies

e RFC1867 support for multiple forms and file uploads
e Java Script

Note: If your browser uses Pop-Up blockers, you may need to disable them for
MyFax to operate correctly.

Sending your first fax with MyFax

To get you started, let’s look at sending your first fax with MyFax. If you don’t have
someone you want to fax right now, but you’d like to try MyFax out, how about
sending a fax to yourself? Here’s how:

1. Using your email application, prepare to send a new email.

2. Put the fax number of the person to whom you want to send a fax (in this case,
your own MyFax number) in the To: field of the email. For example, if your
MyFax fax number is (613) 248-4922, enter “16132484922@myfax.com” (the 1
at the beginning shows that the fax number is in North America).

3. Put your own name in the subject line. You’ll see why later.
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Note: This option applies only to faxes sent using email. It does not apply to faxes
sent using MyFaxCentral.

Microsoft Office Internet Fax Activation

If you want to use MyFax to fax directly from Microsoft Office 2003 or 2007
applications, and you have not yet completed the activation process, please follow
these steps.

1. Login to MyFax Central using your Login ID and Password.
2. Click on My Preferences, Send Preferences.

3. At the bottom of the Send Preferences page, click on the link Click here to enable

Microsoft Office to send faxes using MyFax.

4. A pop-up will appear, asking “Do you want to run or save this file?”

Click Run.
5. A second pop-up will appear.

Click Yes.

6. Finally, a confirmation pop-up will appear. This pop-up indicates that you
successfully completed the integration process.

fax PIPSUGMF.07.11
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Registry Editor |

1 Information in C:\Documents and Settingsymorrow\Local Settings{Temporary Internet
Files\Content. IES\PPEYD0O05officeinternetfaxinstall[1] .reg has been successfully entered into the registry.

Click OK.

For instructions on faxing from Microsoft Office 2003 or 2007 applications, see

Sending Faxes through Microsoft Office 2003 or 2007, in the section Sending and
receiving Faxes by Email.

Receive Preferences

On the Receive Preferences page, you can change the settings for how you receive
faxes.

Fax Delivery Options

Fax Delivery and Notification Options

Receive faxes as: O PDF ® TIFF

Deliver by email: ® Fax O Notification Only O Neither
E;%ﬁ!afﬂrgt page of fax in email @ Yes ONo

ng?llgax Received notifications OvYes @ No

You can indicate if faxes should be received as PDF or TIFF files.

You can indicate if faxes received as faxes received as emails should contain a
notification of receipt only, the entire fax, or neither.

Indicate if the first page of the fax should appear in the email body or as part of the
attached document.

If you have set up a mobile device to receive SMS notifications on (see User Profile),
you can select here whether to receive fax received notifications on it.

fax PIPSUGMF.07.11 30
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Fax Delivery Email Addresses

Fax Delivery Email Addresses

Faxes and nofifications can be delivered to a maximum of 5 email addresses:

Deliver my faxes to (max &): john.doe@company.com

You must list at least one email address

Add new email address to list: | |

Indicate the email addresses to which faxes should be delivered. You can designate
up to five addresses. If you want to remove an address, click on the address to be
removed and click on the Remove button. To add a new email address to your list,
enter it in the box indicated and click the Add button.

Online Fax Storage

Online Fax Storage

You can store faxes online for up to 365 days:

Store faxes for: days®

* Storage period applies to all fax numbers in your account.

Indicate how long you would like your faxes to be stored. You can store faxes for up
to 365 days.

Junk Fax Options

MyFax now provides the means to help you identify new inbound faxes as Junk,
based on what faxes you have previously identified as Junk. There are four ways to
tell MyFax to consider a new fax as Junk:

1) When the Caller ID of the new fax is the same as the Caller ID of a fax you had
earlier marked as Junk.

2) When the Sender (Fax Machine ID) is the same as the Sender of a fax you had
earlier marked as Junk.

3) When the Caller ID is not provided.

4) When the Sender (Fax Machine ID) is not provided.
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You can choose any combination of the above options.

You can also select to use a separate Junk Fax folder, into which all of your Junk
faxes will be placed, so that you don’t have to see them in your Inbox.

Note: MyFax never deletes a Junk fax for you, so that in case a Junk Fax is
incorrectly identified, you can still look through your Junk faxes to find it, and
unmark it as Junk if you need to.

Note: You should be aware that not all telephone carriers properly transmit Caller
ID, so it is possible that you will receive faxes from different sources that appear to
have the same Caller ID. Use these settings with caution, and periodically check
your Junk faxes, to ensure that you never accidentally miss an important fax.

Junk Fax Options

Automatically identify a fax as a junk when:

] caller ID matches Caller ID of a previously marked junk fax
Sender matches the Sender of a previously marked junk fax
[Ino Caller ID is available

Mo Senderis available

Faxes identified as junk will be sent to:

O Inbox
@ Junk folder

fax PIPSUGMF.07.11
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Contact Book Management

Contact Books can be managed by clicking on the Contact Books sidebar menu item.
This shows a page containing a list of all contact books accessible by the user. The
columns shown include:

e Contact Book Name
e # Contacts in Book

e Owner — this is the user ID of the contact book owner. A user ID different
from the logged in user indicates a contact book that another user in the
account is sharing.

e Delete —a trash can icon indicates a contact book that can be deleted. The
default contact book and any contact book owned by another user cannot be

deleted.
Contact Books
| Cresictiew
Contact Book Name # Contacts In Book Owner Delete
Default 0 243949
My Test 1 342831
Fersonal Contacts 1 243949

Records 1-3 of 3 Displayl‘]ﬂ vI Per Page Pags|‘1 of 1 == First | Previous | Next| Last

Creating a New Contact Book

1.

2
3.
4

Click the <Create New> button.
. Type the name of the new contact book in the Name entry box.
Type a description (optional) in the Description entry box.

Click <Save> to create the new contact book, and go to the Edit Contact Book page
for that contact book. Click <Cancel> to abort and return to the Contact Book list.

Deleting a Contact Book

1
2

. Click the trashcan icon for the contact book you wish to delete.

. Click <OK> on the warning message pop-up to proceed with the deletion, or click
<Cancel> to abort.

Editing a Contact Book

fax

Edit a contact book if you wish to change its name or description, or if you wish to
view, add, delete, import or export contacts in the contact book. Each of the tasks
described below assume that you start in the Edit Contact Book page.

Click on a contact book name in order to edit the contact book. If the contact book
is shared by another user, you cannot make changes, but you can view the contents.

PIPSUGMF.07.11 33
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2. Click Back to Contact Books to return to the Contact Books list when done.

Contact Books

Edit Contact Book Back to Contact Books
Name: |Persona| Contacts | [¥ Share this Contact Book
Description: |These are my personal contacts |

Cancel

Add Contact Export Contact

First Name Last Name Fax Number Delete
Fred Flintstone 18665551234 o
Records 1-1 of 1 Diaplayl']ﬂ 'I Per Page Pag&sH = fiest | Previouis | et [ Lact

Import Contacts from file:

| Browse... | File Format

*Maximum File size 10 MB

Import Contacts

Editing a Contact Book Name or Description
1. Make any desired changes to the name in the Name entry box.

2. Make any desired changes to the description in the Description box.
3. Click <Save> to save the changes, or <Cancel> to undo your unsaved changes.

Adding Contacts to a Contact Book
Click <Add Contact>.

Type the first name of the contact in the First Name entry box.
Type the last name of the contact in the Last Name entry box.

M w e

Type the fax number of the contact in the Fax Number entry box. Be sure to follow
the Number Format specified.

5. Click <Save> to add the contact to the contact book, or <Cancel> to abort.

Deleting Contacts from a Contact Book
1. Click the trashcan icon next to the contact book you wish to delete.

2. Click <OK> to delete the contact, or <Cancel> to abort.

Editing a Contact in a Contact Book
1. Click on the First Name, Last Name or Fax Number of the contact you wish to edit.

2. Edit the First Name, Last Name, or Fax Number field as desired.

3. Click <Save> to keep your changes, or <Cancel> to return to the contact book
without saving any changes.
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Appendix A: File Formats

MyFax supports the following file formats for use as attachments.
e Adobe PDF

e AMI Draw Graphics

e ANSI Text

e Applix Graphics

e Applix Spreadsheets

e Applix Words

e ASCII Text

e Computer Graphics Metafile (CGM)
e Corel Draw CDR (TIFF Header)

e Corel QuattroPro

e DCX

e Encapsulated PostScript (EPS)

e Enhanced Metafile (EMF)

e HTML

e IBM DCA/RFT

e IBM Displaywrite

e JPEG File Interchange Format

e Lotus1-2-3*

e Lotus AMI Pro

e Lotus AMI Professional Write Plus
e Lotus Freelance*

e Lotus Pic (PIC)

e Lotus Word Pro*

e Mac PICT (raster content)

e MacPaint (MAC)

e Maker Interchange Format (MIF)

e Microsoft Document Imaging Format (MDI)
e Microsoft Excel

e Microsoft Excel for Mac

“ fax PIPSUGMF.07.11
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e Microsoft Publisher (PUB)

e Microsoft RTF

e Microsoft Windows Bitmap (BMP)
e Microsoft Windows Write

e Microsoft Word

e Microsoft Word for Macintosh

e Microsoft Works Spreadsheet

e Microsoft Works

e PC PaintBrush (PCX)

e Portable Network Graphics (PNG)

e SGIRGB

e Sun Raster

o TIFF

e Truevision Targa

e Unicode Text

e WordPerfect

e WordPerfect for Macintosh

e WordPerfect Graphics (WPG)

o XyWrite

e Supports a restricted set of features

“ fax PIPSUGMF.07.11
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Appendix B: Using Country Codes

Because MyFax is capable of delivering faxes anywhere in the world, MyFax must be
provided with a fully specified fax number which includes the country code of the
destination, even if the number is local to your location.

Sending a fax when no default country code is set

When you first start using MyFax, it doesn’t know anything about your sending
habits — whether you send to many different countries or if you always send within
the same country. For that reason, it is set up so that you need to enter the country
code for each and every fax number, every time that you send a fax.

These examples describe how to format your destination fax numbers to include the
country code.

Example 1 — North American Destination

If you want to send to the fax number (555) 324-4321 in North America, you must
enter the number with the North American country code “1” at the beginning of the
number.

If you are sending by email, you would send to:
15553244321@myfax.com

If you are sending with MyFaxCentral, you would type the number in the Fax
Number box, as shown:

Add Recipient(s)

Name: Recipient List (Maximum 50}):
|Ju:|hn Doe |

Country Code: Fax Number: £

[None x| [15553244321 | Eemove

MNumber Format

Example 2 — United Kingdom Destination

If you want to send to the fax number 020 7946 0555 in the United Kingdom, you
need to include the country code for the United Kingdom “44” at the beginning of the
fax number. Also, note that the “0” at the beginning of the fax number is actually the
United Kingdom national dialing prefix, and does not get entered.

If you are sending by email, you would send to:
442079460555@myfax.com

fax PIPSUGMF.07.11 37
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If you are sending with MyFaxCentral, you would type the number in the Fax
Number box, as shown:

Add Recipient(s)

Name: Recipient List (Maximum 50):
|J|:|hn Doe |
Add
Country Code: Fax Number: <<
[None =] 442079460555 | Bemove

Humber Format

Setting a default country code

fax

If you are frequently sending faxes to destinations in different countries, then
including the country code each time you enter a fax number probably makes good
sense. If you are like most people however, and you typically send faxes to
destinations within the same country (usually your own), then this can become
tedious. MyFax includes a feature to allow you to specify a default country code.

The default country code is the country code that MyFax will assume you mean to
use, when you don’t say otherwise. This provides for less typing, and allows you to
enter the fax number in much the same way that you would dial it locally.

To set the default country code, log in to MyFaxCentral, and click on My
Preferences, Send Preferences. In the section Set Default Destination Country
Code, select the country code you want to use as the default from the drop-down list,
and click Update:

Set Default Destination Country Code

Specify the default destination country code to use when sending faxes. If no default is specified, you need
to include the country code with each destination fax number.

Default Country Code: |+44 (United Kingdom) ﬂ

¥ Also use the default country code when sending faxes by email.
Note: The plus sign (+) is the international standard way of indicating that what
follows is in fact a country code.

From now on, when you use MyFaxCentral’s Send a Fax interface, you will see your
default country code displayed in the Country Code box:

Send a Fax
[ seo
Add Recipient(s)
Hame:; Recipient List (Maximum 50};
I |
Add

Country Code: Fax Number: L<
|+44 ﬂ | | Remaove

Mumber Format
PIPSUGMF.07.11 38
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If you want the default country code to also be used when sending by email, check
the box “Also use the default country code when sending faxes by email”.

Sending a fax when a default country code is set

If you have specified a default country code, then when you enter a fax number you
will normally not include the country code. If you use MyFaxCentral to send faxes,
the Country Code box will display the default country code that you have saved.

Example 1 — North American Destination

This example assumes that you have previously set the default country code to be “1”
for North America (see Setting a default country code, above).

If you want to send to the fax number (555) 324-4321 in North America, you enter
the number the same way you would dial the number locally.

If you are sending by email, you would send to:
5553244321@myfax.com

If you are sending with MyFaxCentral, you would type the number in the Fax
Number box, as shown:

Add Recipient(s)

Hame:; Recipient List (Maximum 50
|Ju3hn Doe |
Add
Country Code: Fax Number: <
[+1 =] 5553244321 | Bemove

Mumber Format

Example 2 — United Kingdom Destination

This example assumes that you have previously set the default country code to be
“44” for the United Kingdom (see Setting a default country code, above).

If you want to send to the fax number 020 7946 0555 in the United Kingdom, you can
enter the number the same way you would dial the number locally. Since the “0” at
the beginning of the fax number is actually the United Kingdom national dialing
prefix, it may be optionally entered, or omitted, as you prefer. MyFax is designed to
be smart enough to understand the number either way.

If you are sending by email, you would send to:
2079460555@myfax.com

OR

02079460555@myfax.com
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If you are sending with MyFaxCentral, you would type the number in the Fax
Number box, as shown:

Add Recipient(s)

Name: Recipient List (Maximum 50}
|Jujhn Doe |
Add
Country Code: Fax NHumber: L4
[+44 =] [2079460555 | Remove
Mumber Format
OR

Add Recipient(s)

Name: Recipient List (Maximum 50):
|_I-:|hn Doe |

Add
Country Code: Fax Humber: £
| 44 x| [02079450555 | Bemove
Mumber Format

Sending a fax to a different country code than the default

If you normally always send to destinations in one country, then you can use a default
country code setting, as described above. Sometimes though, you will need to send to
a country outside of your default setting.

Example 1 — North American destination with a UK default

Suppose you live in the United Kingdom, and therefore have your default country
code set to be “44” for the United Kingdom. You normally send faxes using the
method described above (Sending a fax when a default country code is set). This
time however, you need to send a fax to the North American number (555) 324-4321.

You don’t want to change your default country code setting, because you still
normally want to send within the UK; this is simply an exception.

If you are sending by email, you specify the entire fax number including the
destination country code, and precede the number with a plus sign (+). The plus sign
tells MyFax not to use the default country code this time. You would send to:

+15553244321@myfax.com

Q fax PIPSUGMF.07.11 40
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If you are sending with MyFaxCentral, you can enter the entire fax number

including country code, starting it with a plus sign (+) so that MyFax will know not to
use the default country code this time.

Add Recipient(s)

Name: Recipient List (Maximum 50):
|Jr.Jhn Doe | 4%
Add
Country Code: Fax Number: L4
[+44 =] [+15553244321 | Remove

Mumber Format

Alternatively, if you are sending with MyFaxCentral, you can change the Country

Code right on the page using the drop-down list, to temporarily select the country
code you want to use this time.

Add Recipient(s)

Hame: Recipient List (Maximum 50):
|_I0hn Doe | oS
Add
Country Code: Fax Humber: L<d
|+1 x| |5553244321 | Remove

MNumber Format

™
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About MyFax

MyFax is the fastest growing Internet fax service used by individuals, small, medium, and large businesses to send and receive faxes using existing email
accounts or the web. MyFax offers services in North America and Europe, including the United Kingdom, to industries recognized among the fastest
growing adopters of internet fax including finance, insurance, real estate, healthcare, transportation and government. More than 15,000 new customers
subscribe to MyFax each month. Additional information is available at www.myfax.com and www.myfax.uk.com.

Toll-free: 1-866-657-9885 | 613 733-0000 | Email: sales@myfax.com

© 2010 Protus®. All rights reserved. Protus®, MyFax® are trademarks of Protus®. Other trademarks referenced in this document are the property of their
respective owners. Customers are solely responsible for ensuring regulatory compliance.
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