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Getting Started

Once your purchase of the Masergy Fax Solution has been processed, you will receive an e-mail that contains login
information. Be sure to log this information below for future reference.

User Name: Password: Fax #:

Installation

*IMPORTANT NOTE* this information is to install the PRINT DRIVER onto your computer, NOT TO ACCESS
YOUR Masergy Fax Service web portal. The Masergy Fax Solutions web portal link is provided with the login
information you received via e-mail at the time of purchase.

Please visit: Masergy Fax Portal for access.

Fax Print Driver Instructions (Optional)

1. Go to this web site to download the “32-Bit” or “64-Bit” Internet Fax P — 1
Print Driver version of MS Windows. Masergy Software and Downloads |7 o Fe—
2.  Click on the appropriate version and then save to your desktop. " - E
3. If you do not know which version of MS Windows you have please try . el
the following: NT, e s
a. Click on start :“:L“:“ ovomes
b. Right click “My Computer” and then click “Properties”. e
c. Inthe “System” section, you will see an item called “System ksl
Type”. It will be either 32-Bit or 64-Bit. - T @

4.  Now find the file you saved to your desktop, extract to a folder or open
with WinZip. Click on the “setup.exe” to run the install program.

5.  If you get an Open File-Security Warning Click Run.
youg b y . g Select Setup Language @
6. Inthe “Select Setup Language” window, select the language you
and click “OK”. i_;lwz,.—-l" Select the language to use during the installation:
. . S
7.  Inthe new window that pops up click “Next”
(g 7
‘é‘:;t:;r\?v?ztgrahe InternetFax G 0K u Cancel ]

This will install IntemetFax on your computer.

It is recommended that you close all other applications before
continuing

Click MNext to continue, or Cancel to exit Setup.

Qﬁx{ > 2 Cancel

M



https://secure.ipfax.net/?level=user&agent=332
https://www.masergy.com/downloads
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8. Inthe next window, keep the default folder location and click “Next”.

Select Destination Location
Where should IntemetFax be installed?

l Setup will install Intemet Fax into the following folder.

To continue, click Next. I you would like to select a different folder, click Browse. I
L
Browse...

i

|

"

[

I

At least 9.6 MB of free disk space is required f
etz ] Do |

9. Inthe next window, keep the default folder name and click “Next”.

Select Start Menu Folder
‘Where should Setup place the program’s shortouts?

l Setup will create the program's shortcuts in the following Start Menu folder.

To continue, click MNext. F you would like to select a different folder, click Browse:

intemet Fao) Browse.

10. In the next window, click “Install”.

Ready to Install
Setup is now ready to begin installing Intemet Fax on your computer.

Click Install to continue with the installation, or click Back f you want to review or
change any settings.

i Destination location -
C:\Program FilesIntemetFax V7.6

Start Menu folder.
IntemetFax

e () D |
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11. Click OK in the second pop up that appears (or follow instructions on message if they apply).

=

@ IMPORTANT!
WY If you have used InternetFax in the past

BEFORE centinuing installation, go to Control Panel and Uninstall
InternetFax application.

2K

) —— T— —

12. Click OK on next pop up thatappears

@& MPORTANT!
WY Tosend a fax with your new software please open

the docurment you want to fax and then from the menu go File-=Print
and select InternetFax as your printer.

I

13. Click “Finish” in the install window.

Completing the InternetFax Setup
Wizard

Setup has finished installing ImtemetFax on your computer, The
application may be launched by selecting the installed icons.

Click Finish to exit Setup.
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14. Now you will find the little white globe in the system tray. The system tray is the area with
icons next to the clock in the lower right corner, usually of your start menu. “Right Click” on
the white globe and click show.

o
=
2

15. In the Fax File Cabinet window, click the settings button.

Fax File Cabinet o [
oIxe/mal
Status [To [ subject [ Date
4 rrl v
Close |
[
—

16. Fill out the new window.
a. Populate the top section with your Name, Company, Email Address and Fax number. This information will
be displayed on any cover page if you choose to add one to an outgoing fax.
b. Inthe Authorization section, enter your account information that was given to you when you signed
up for the Masergy Fax service. (Username and Password in email from Masergy) Then click the save
button.

wver Page Informatio

Full Name |Crys13| Smith

Company IlT‘S

our Email Address Imim@itstelecom.com

Your Fax Number ISUEEZD?OSO

‘Authorization

User Name Icsrnith @itstelecom.com

EEEEEEE

Password I

17. Now close the Fax File Cabinet window

18. If you had to disable an Anti-virus or Anti-malware application in order to get the Internet Fax drivers
installed, please make sure to re-enable these applications.
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The Fax File Cabinet window will also display all your fax status.

Print to Fax

*IMPORTANT NOTE* The Masergy Internet Fax is not compatible with Mac computers, only Window PCs.

1.  From the application that you've created the document that you want to fax, select File-> Print.

Fax File Cabinet X
@ xo =]
Status To Subject Date
+ Success 13108074393@jeffray Kayne Test Fax 6/3[2013 1:04:37 PM
 Success 13108074393@J] Kayne test Fax 5/31/2013 2:12:04 PM
@ not Authorized 12133444760@] kaayne best 51312013 2:02:50 P
@ niat Authorized 12133444760@Jeffrey Kayne Fax test 5/31/2013 2:00:44 PM
@ not Authorized 13233444760@Jeffrey Kayne Test Fax 51312013 1:57:23 P

m | 3

Close:

|~

2. Then select the Masergy InternetFax printer from the list of printers.

PogeScalng | Shork b Frtatie dres
[ ko florste s Conter
[ Chooee Papes Soxace by POF page tice

(=TT

Fiiea Tor

3.  Select OK to print the document.
4. Enter in the recipient information and “Click Add Recipient”.

InternetFax V 7.6 | XS |

B To: lJane Doe [~ Save (=) Address |

Subject: lExecuted Contract from ABC Corp

7 Country: [UsA-1 |

A % Fax #: ISUE = |5559999

Add Recipient

Delete Selected |
Delete All |

Enter Number withput Dashes
Click 'Add Recipient' after entering number

Cover Page

3
Config | El ‘ Send | Close

A
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5. After you click “Add Recipient,” your recipient will be added to the list. (The “1” will automatically be added
to the phone number after adding recipient to the list.)

InternetFax V 7.6 |,£.| I

m: Ta: IJane Doe [ Save [ Address |

Subject: |Executed Contract from ABC Corp

> Country: [USA-1 =

2 * Fax #: I I Add Recipient |

18055559999@Jane Doe Load List |
? Delete Selected |

Your recipient will show up here

when you click 'Add Recipient’ Delete All |

Cover Page |
2
Config | =l ‘ IEETI Close |

6.  Add another recipient if you want by entering the information and clicking “Add Recipient”.

InternetFax V 7.6 [

E; To: |Jane Doe [ save (=) Address

Subject: IE)(EG.ItEd Contract from ABC Corp

£ Country: [USA-1 ~|

1 * Fax #: I Add Recipient

18055559999 @Jane Doe Load List
? Delete Selected

Your recipient will show up here

when you click 'Add Recipient’ Delete Al

Cover Page

Bl | [ee | oo |
gom || B |

7. Add a cover page by clicking the “Cover Page” button.

Internetfax \ 7.6 [

To: lJane Doe [~ save @ Address |

Subject: IExecuted Contract from ABC Corp

#~ Country: |USA-1 ~|

Fax #: I I Add Recipient |

18055559299 @Jane Doe i |
Delete Selected |
Click/the 'Cover Page’ Button Dt Al |

Cover Page

_@ ‘ Send Close

A
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10.

Select one of 3 cover pagetypes.

Cover Page Selection (X
Click on "Text on Coverpage" o fill
over Page td TEVIEW

{" Do not send
" General
* Urgent!
{~ Confidential !

Text On Coverpage |

dla on COE&QE

{ljm

\

This shows a thumbna
image of the cover pag

B —

a. Click on “Text Coverpage” to fill out the data for coverpage.

Text on Cover Page =]

Cover Page Notes

Enter Cover Page text

/ here

Press OK to Save

Input the information that you want to be put on the cover page and click OK to save.

To send your fax, click “Send”.

InternetFax V 7.6

|_&

F- Country: |USA-1

To: |Jane Doe [ save (=) Address |

Subject: IExecuted Contract from ABC Corp

=
Fax #: I_ = l— Add Recipient |
18055559999 @Jane Doe Load List |
Delete Selected |
Delete Al |

Click 'Send' to send
your fax

Config

Cover Page |

Close
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11. Note this screen which confirms that the system has received your fax and is attempting to send.

@ Your FAX has been successfully sent to the Network for faxing: *

Please check your e-mail in few minutes or stay
connected to the Internet for Real-Time confirmation.

MOTICE: If you do not have a Broadcast account, you are limited
to sending to only 10 destinations at a time.

—

12. To see your fax file cabinet (queue of faxes), click on the world icon on your computer's  FEL El F=lie

tool bar (lower right side).

Click on this icon to
see your see your fax
file cabinet

13. This shows your fax waiting to be sent. You can keep this open to see when your fax is successfully sent by
the system, or you can close it and wait for an e-mail confirmation.

Fax File Cabinet

O X0 EHRE B =

X

Status
' Success
 success
@ ot Authorized
@ Mk Authorized
@ ot Authrized

B

To Subject
13108074393 @jeffrey Kayne Test Fax
13108074393@) Kayne test fax
121334447600 kaayne test

12133444 760@effrey Kayne Facbest
13233444 760D effrey Kayne Test Fax

Date
6/3(2013 1:04:37 P

5/31/2013 2:12:04 PM
5/31/2013 2:02:50 PM
5/31/2013 2:00:44 PR
5/31/2013 1;57:23 PR

Close.

14. This screen can show both your pending, successful and unsuccessful faxes as well.

Web to Fax

When registering for Masergy Fax Services, you will receive an e-mail with your login information. Save this e-mail/
information in a safe place. Note: If you misplace your login information, please contact ucsupport@masergy.com

or call (800) 942-4700.

1 Go tothe user login page for Masergy Fax Solutions and enter your login and password at:

https://secure.ipfax.net

2. Once logged in, to send an outbound fax from the web, select “Send Web to Fax” button.

Welcome Jeffrey Kayne.

Fax Activity Report

\‘ Send Weblo Fax

A


mailto:ucsupport@masergy.com
https://secure.ipfax.net/
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3.
4.

5.

6.

7.

8.

From this screen, you can send an outbound fax. Think of this as the cover page to your fax.
You must complete the following required fields: To, Fax Subject, Fax Number(s), and Message.

Web to Fax
Recipients name
Fax subject
Fax number
Make sure to put a “1% in front of each
T CRatk are i DUMSST IS GUTSISH NOTIR AMnEL ™
fax number area code then select Add.
Destiraens

AZCh e 0 e dorumends for g

Once you have completed the required fields, attach the file you want to send by clicking the browse button
and selecting the appropriate file.

Web to Fax
Recipient's name

Fax subject

Fax number s

Desunations Pre——

» You are able to browse for the
documents that you want to faxed.

+ Business Stais for Aprl 2020000, 1ME
« Business Stass fo May 2020 AT 1B

After you have attached the file (s),
[Select “Send Fax Now” to send the fax.

Once the fax has been sent, you will receive a confirmation message letting you know that your outbound
fax has been processed.

Your FAX has been processed

Your FAX has been processed. You will receive confirmation by e-mail, or you can
check live the status of your sent faxes by clicking the "REPORT" button

In order to determine whether or not your fax was successful, you can check the automatically generated
e-mail or pull a report from the secure portal.
An e-mail will automatically be sent indicating to you whether or not the fax was successful.

11
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9. If the fax was not successfully transmitted, the automatically generated e-mail may indicate why the faxwas
unsuccessful in the fax field.

FAILURE: Email to Fax

Fax Admi ort@ipfax.net]
Sent: Wed 11/2/2011 TOGAM
To: @ Joe Smith

Dear User,
Email will inform you of failure and

The Fax message you just sent: provide reason for it.

Destination : 18055207030;
Subject

Failed for the following reason(s):

* We do not have your email address in our database or your password is incorrect. Please ensure
you are sending from the email address you have registered with and your password is correct.

Thank you.

slm108

10. You may also view the status of all your sent faxes by returning to the main screen and clicking on Fax Activity
Report.

Welcome Jeffrey Kayne.

_— Fax Activity Repart

My Account info

‘Send Web 1o Fax

11. The Report screen allows you to do a search of your fax statuses. You may either view them on screen or
download them as an Excel file. After selecting your options, click on Show Report to view your results.

Report Option

Cetailed Repart -
Date Period

Manually Select Tune Period v

Start Date (Month-Day-Year)

10 v 29 ~ 2020 v
End Date (Month-Day-Year)

Select the desired | A4 4

10 v 29 w 020 w
parameters s
All Faxes w
T » View on screen or
S . «— |onan Excel report

12



USER GUIDE|FAXSOLUTIONS

12. The Results page shows your fax transactions, based on criteria you selected. In the Status field, you can
determine whether or not your fax was successfully sent or not.

Close | Reports

<z PrevPage | | NextPages> | Rows 60 w Refresh Now | 3/1/2012 2:05:03 FM

Status of Fax. "Not Defined in Rate”
means unsuccessful

gudber™" Country Time [RatePages| Dur. [Cost
Mot Defined in Rate ST/ 030 Country code not listed 2/28/2012 10:47:25 PM| 0.00[1 00:00:00/ 0.00]
Mot Deﬂnewm 55207020 Country code not listed2/28/2012 10:47:25 PM| 0.00/1 00:00:00 0.00
SUCCESS 203722/18055207030 uUsA 2/28/2012 10:47:16 PM| 0.03(1 00:00:18/ 0.03]
Fax to Email 303691 |*2536666310 Fax to Email 2/28/2012 4:40:44 PM | 0.00/1 00:00:30 0.00
Fax to Email 303153|*2536666310 Fax to Email 2/28/2012 9:38:34 AM | 0.00/4 00:01:54 0.00
5 found.

13. All faxes can be resent by clicking on the Fax ID number. (Without the need to re-attach the document).
14. Make sure that you placed a “1” before the area code and that your fax does not exceed 2 MB.

C4I Check to make sure the number is correct. In this case a "1" needs to be added.
| Status Fax I ination No.| Country | Time RatePages Dur. Cost
|Not Defined in Rate303724/8055207030 |Country code not listed[2/28/2012 10:47:25 PM| 0.001 |oo:00:00{0.00]|

i 5207050 ﬂ{‘— Click Resend to resend the fax
Download fax I‘
 Click to download and view the

15. View the faxes that were not sent in the reporting function, as well as, follow these steps to RESEND the
faxes missed.

Go to https://secure.ipfax.net

Log in to youraccount.

Click on REPORT.

Pick a date range that starts with the day faxes were no longer beingreceived.
Click on the Fax ID for the fax you wish to haveresent.

Click on the Resend button.

-0 o0 oo

13
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Receiving Fax

1.  Faxes will be delivered to your inbox as an attachment to ane-mail.

Fram: Faxretum [Fasretum@broadeare. com]
To Jeffrey Kayne

o

Subject: Fax from: 3108074393

1 Message FAX-4506375.poif (136 KB)
& _

Dear Jeffrey Kayne,

You have received a fax on your Fax Number: 12108074393,
Your fax is attached to this email.
Thank you for using Broadcore Yirtual Fax.

If you have any comments on our service, please contact us at:

Support@broadoore. com

2.  Click on attachment to open fax.

w

4.  Receiving faxes to e-mail allows for:
a. Greater privacy

NOTE: DO NOT REPLY to e-mail, the fax sender will not receive your response.

b. Improved method of storing and tracking faxes.

Please Note: All faxes sent and received on Fax cloud server are stored for 7 days.

E-mail to Fax

IMPORTANT NOTE E-mail to Fax is only available for use by the original email address (login name) that the
Masergy Fax Solution was registered with. The Fax user login name must be the “email address” and not the fax

number.

Steps to follow:

1.  Opena newemail
2.

Send to “Destination number”@ipfax.net (Destination number should be 11 digit number that includes a

“1” and area code. (Example - 14243064668@ipfax.net)
3. Inthe Subject field enter the word “pass” a space and then the Fax Portal Password (i.e. r433721)
4.  Body of email will act like the cover page to an attachment, or will serve as the fax if no attachment is

added.
5. Press send to send fax

Please note: E-mail to Fax supports up to 3 attachments per e-mail in any format.

14
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Ho@ +9 v pads PASTWORD - Message VALY =
Jj Aeisage Indert Optited Farmat Test Mmm
A = TN 3 *
.J (e S __j
h!h!’ B Iy - 4 E!!il! Addres Creck 3_ rsuw ‘ Speling
Cipboard Basic Tk 0 Nmu indude - Option: ! Proafing
Tow. [FEEIRE ey
s | e |
e
Subject: sz PASIWORD

This areawill serve a3 thi bady of your fas, or as the caver letter to an sttachment you are fasing.

Thanks,

Your *!mﬂ

Sanatn

|

A\ maseRcY
et b

Example of E-mail to Fax Generic Format

A Fax Confirmation will be sent to your e-mail address.

Custom Subject Line

On the following page is an example of a more personalized subject line. The formatting must match what is shown
in the example. You may place the name of the recipient, followed by “s=XXXX" (without quotation marks), followed
by pass with a space and then the Fax Portal Password (r433657)

Ty H 9 0=+ 7 Tl JAPee = Corey GvaE FREIEST = IR T i TR
Menage | Inset  Options  FematTed Adohe POF
=
thwm-l asaE |--s|_j‘§ i* Y ?
Faste - Addrers Ched rnm speming
o | e A-/EE WX Boak  Namen = !
digboned T et c Hames Tnedude = upee.-. £ Poofing

DR S Ve
T | [z
Con |]

Suwm j»n Sreith 1o Order pais AAYSIST

Me. Sinith,

Here is your arder for the 100 widgets you requested. Delivery will be on ey 8, T30,

(This area will serve as thee body of your lax, or a5 the ceaved letter to an attachment you ane faxing,}
See attachments (up te ¥ attachments may be included with the £-mail to Fax)

Thanks,

Your Name
Sigranture £ele

Example of E-mail to Fax with Custom Subject Line

Example of what can be in the Subject: John Smith s=Order pass r433657

The Masergy Fax Solution services validates the outgoing e-mail with the user’s credentials in the Fax Portal. The
user name needs to be the user’'s e-mail address and Fax Portal password.

For training on Masergy Fax Solutions please send an email to Masergy Training at uctraining@masergy.com to
schedule an on-line session.

CONTACT US: USA +1 (866) 588.5885 | UK +44 (0) 207 173 6900 | sales@masergy.com ‘\ MASERGY


mailto:uctraining@masergy.com
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