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|. About RightFax FaxUtil

RightFax FaxUtil is the software for users to create, send, view, print, and manage faxes

(incoming and outgoing) in their fax mailboxes.

***For installation, please contact ITO Service Call Centre at 3411-7899 or

hotline@hkbu.edu.hk. ***

Launch RightFax FaxUtil by double clicking the icon on desktop or in your Start Menu.

.. Open Text

Icon on
desktop

RightFax
FaxUtil

E‘ RightFax FaxUtil

(=) RightFax system tray icon

4  Back

| Search programs and files

Icon on
Start Menu

Below is the screen capture of RightFax FaxUtil, with the user ID (SSOid) indicated.

“BY RightFax FaxUtil ’ . (=8 =W
File Fax List Tools Help
‘DX‘@Q@ A é»i‘r—@@@@ff
New Fax Delete | View Print OCR | Forward to User Forward to Fax Route to User | History Combine Split | Phonebook Options Delegates | Refresh
Main Efxsel:  USER pog)
&-{01) Efaxsrv] [HKBUAD\ UsEr | | | Show Al v faxes
Lj] Al @ | F|E[T] @] DatesTime | TofFromFile | Fax NumberE-m... | Pages/Bytes [ Status -
5 Main 2 1862015 9:50 2700 Cover?  Held for Preview [
] Trasn £ 17612015 15:55 Bill 80808080 Covertd ) Held for Preview
g Other Users @ 17/6/2015 15:55 288358 111111 Cover+d () Held for Preview
17/6/2015 15:55 Orange 34565654 Cover+d () Held for Preview
174642015 15:54 23A883 1 Covertd () Held for Preview
17/6/2015 15:54 Bill 80808080 Cover+d () Held for Preview
1746/2015 15:54 Orange 34565654 Covertd () Held for Preview
17/6/2015 15:48 Orange 34565654 Cover+d () Held for Preview
a 17/6/2015 15:48 EEEEEEY 11n Cover+d ) OCR Processing Failed
. @ 17/6/2015 15:48 Bill 80808080 Cover+d @ OCR Processing Failed
@ 17/6/2015 15:46 EEEEEEY 11111 Cover+d ) OCR Processing Failed
@ 176/2015 15:46 Bill 80808080 Cover+d () Held for Preview
@ 17/6/2015 15:46 Orange 34565654 Cover+d ) OCR Processing Failed
@ 17/6/2015 15:43 288358 22222222 Covertl6 () Held for Preview L
A < |_ n | »
L |

| 429 faxes listed
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Il. Creating, sending and viewing Faxes

1. To create a new fax, click on the “New Fax” icon in the top left hand corner of

RightFax FaxUltil.

| B RightFax FaxUtil

2. You are presented with the “Fax Information” box where you will start the process

of creating a fax.

-

Fax Information

=]

Main | Cover Sheet Notes | Attachments | More Cptions |

To

M arme;

Phonebaaok. ..

T
You can send this fax
without on hold.
Uncheck “Hold for
preview”.

Fax Humber:

Yoice Mumber:

Company:

O ptions
Fire maode

[ Use cover shest

| 7 Hold for preview |
Usze smart resume
[] Create PDF image |_|
[ Use cheap rates a
[] Delay send

If you want to disable “Hold for Preview” on all new created fax, you can click
“Options” on RightFax FaxUtil. Under “Sending” tab, uncheck “Use Hold for

Preview”.

RightFax FaxUtil

File Fax List Teools Help
NewFax Delete | View Print OCR | Forwardto User Forward to Fax Route to User History Cormbine  Split | Phonebool

I ——

Page 4 of 18

Sending [\Recsiving I User Information | Cther Oﬂﬂnnsl >

age:
Default Send Options Autornatic Printing Cove
|/ Use Hold for Preview | [ Automatically Print 5 ent Fawes Cove
Uze Fine Mode Frinter: 1 pes
[¥] Use Smart Resurne | . 15 pg

[] Use Cover Shest

(@1 Privt 51 imeeechil Faves




3. In the “Main” tab,
1. Enter the name of fax recipient.
2. Enter the recipient fax number.

Fax Information e ) - ﬂ

Main  |Cover Sheet Motes | Attachments I Mare Optiuns|

To Optionz
Fine mode

Ilze cover sheet

Wendaorl

Phoneboak...

i

. Fax Number: w 2345678

Add Entry... Hald for presig

Iz certified delivery [C] Use smart resume
Woice Mumber; [ Create POF image
Company: [] Use cheap rates
[ Delay send

City/State:

11:08.28 -
Al Fas Murnber:

264 BA2015

4. Select the “Cover Sheet Notes” Tab and enter any notes you wish to appear on the
cover sheet.

Fax Information - ) - ﬂ

Main || Cover Sheet Notes | Atachments | More Options |

Maotes to be Placed on the Cover Sheet or in SMS Mezzage[160 bytez)

For the attention of Vendaorl -

Results 2015

Text Limit i
Current number of text lines: 3

Murmnber of ines which will it on the cover sheet: 21

Comments for your Records
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5. Select the “Attachments” Tab. This forms the main body of your fax. Click on the
paperclip icon for adding attachments.

P

Fax Information b * = g
- Lo i e . T — e,
Main I Cover Sheet Notes| Attachments | More Dptiuns|
Description | Mative | Pages/Bytes | -
N
N
N
[l
v |
1 1 F
| |

6. Select the files from your computer and click “Attach” button. Repeat Step 5 & Step
6 for attaching multiple files.

v hl
B Select File Attachment i S
Look in: ;M Computer - 0 E
= Hard Disk Drives (2) &k
~
s Local Disk (C:)
Recent Places — Bl
. % 395 GB free of 465 GB
Desktep
.;:J Devices with Removable Storage (1) -~
=y
Libraries > @&
‘\@ DVD RW Drive (E:)
| =

Ay
Computer =

@
NeMork

File name: | v ]
Files of type: [Suppoded Files '] Cancel
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7. Three documents are attached. Click “Send”.

i - -
roromation S0

| Main | Cover Sheet Notes | Attachments | More Options

Preview file by selecting a

file and click the magnifier
S

== A0DG.PDF_ [T] 927626 .
= o) VMwaARE~2.  [T] 978785 |

E C: WSBRAN™.. > 320369

Delete file by selecting a
file and click the cross !

< i Arrange file order by
selecting a file and click
un or down arrow

| Send J| Cancel |

4

8. On the left hand side of the RightFax FaxUtil, new created fax will go through
conversion and finally held for preview.

. __0000000000__]
Show faxes

Z1E )| [0 | © DaterTime | ToFromfile | Fax Number/E-m... | Pages/Bytes | Statos
6.] 2662015 12:12 012345678 Cover+?77? 0 Waiting for Conversion

To/From/File Fax Number/E-m...

26/6/2015 12:12 912345678 Cover+62 () Held for Preview
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9. Select the new created fax and right click. Select “View” for final checking before

sending this fax out.

Show

@ | 9| BT 6] 5 DaterTime | TofFrom/File | Fax Number/E-m... | PagesBytes | Status
£ 261602015 12:12 ez CHEN () Held for Preview
Edit.. Ctrl+E
| View |
Delete Del
Move to Folder... Ctrl+M
Print... Ctrl+P
OCR
Combine...

B RightFax Viewer -

File Fax Page Zoom Tools

Help

Delete
current fax

To: Vendor1

ry-
Fax: 912345678
Phone:

From:
Fax:
Phone:
E-mall

Previous
page

NOTES:

Results 2015

For the attention of Vendori

Zoom 28%

Coversheet

E—a—
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10. Select the newly created fax and right click. Select “Status” > “Release” to send out the

fax.

Show faxes

B | D] E| T 6] 7 DewTime | ToFromFile | Fax Number/E-m... | Pages/Bytes | Status [ -
ﬁ 26/6/2015 12:12 e b —mmme e () Held for Preview ‘J
: New... Ctrl+N ¢
Edit... Ctrl+E
View
Delete Del
Move to Folder... Ctrl+M
Print... Ctrl+P
OCR
Combine... %
< | [ A »
R | faxes listed
= == Show History
Route... Ctrl+R
Forward... Ctrl+W
Forward to New Number...
Store in Library...
Store as Form...
Status I Release I
Record Manual Fax... i L L
Approve
Export Fax to eDocs... Disapprove
11. Fax status changed to “OK” means this fax send out complete.
Show faxes
@ | % E|R] @] DaterTime To/From/File Facx Number/E-m... | Pages/Bytes | Statos
ﬁ'—J 26/6/2015 12:15 Vendorl 912345678 Covertfi2 Q) Sending
Show faxes
@ | #|E| ] @] - DaterTime | ToFromFile | Fax NumberE-m... | Pages/Bytes | tatos
45] 26/6/2015 12:12 Yendorl 012345678 Cover+62 QD Scheduled to be Sent
Show faxes
@ | % | E || @] DaterTime To/From/File Faxx Number/E-m... | Pages/Bytes Status
@ 26/6/2015 14 15 Vendorl 012345678 Cover+62 0 OK
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lll. Organizing Faxes
You can organize your faxes into sub-folders under the main folder.

1. On left hand tree, right click Main folder and select “New”.
RightFax FaxUtil

File Fax List Tools Help

E X A9 R

New Fax [-' elete 2y p rnnt ‘-:-’ ': F: F Qrove

Maln Efaxseel: USER  [100]

Delete

Rename...

Empty trash

........ p Trash a
%
' ™
|| Create a new folder
2. Enter New Folder Name. Click “OK”.
Create Folder I_S@_J
New Folder: INVENTORY
[ oK ] [ Cancel
[ - 4

3. The new Folder will then be created.

Eg Efaxsrvl [HKBUAD\ USER ]
...... | Al
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4. In list view, Right Click on a fax record. Choose “Move to Folder...” Select folder from list

and click “Ok”.

Show faxes

@ | B|E| D] r DaterTime TofFrom/File | Fax Number/E-m... | Pages/Bytes
26/6/2015 12:12 i qr——n— st o 62
@ New... Ctrl+N B
Edit... Ctrl+E
View
Delete Del
Move to Folder... Ctrl+M
Print... Ctrl+P
OCR
Combine..,
< | mn
| ]
Move Faxes | 52 — I 431
| ;o ‘bry ===
P Select destination folder for fax: —
------- ]| INVENTORY Ctrl+R
Main
'F"' Trash Ctrl+W
New Number...

5. Fax now appears in the designated folder.

u Al B[ F[E[R][e] - Dat/ine [ To/FromFie Fax Number/E-m... | Pages/Bytes [
...... i\‘] INVENTORY @ 26/6/2015 12:12 Vendorl 912345678 Covert62

***NOTE: Selecting the “ALL” folder will show all faxes regardless of folder. ***
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IV. Filtering faxes
You can filter your faxes based on selected criteria.

1. Select any folder and click “List” on the tool bar.

-
B 1 RightFax FaxUtil
File Fax |List | Tools Help

H X 29 @

New Fax Delete | View Print OCR

Mam Efaxsorl: USER  [100]

=\ oJ Efaxsrvl [HKBUAD\ USER ]

i
2. Select one of the filters from list.

© Full List
Sent Faxes
Received Faxes
In-process Faxes
New Faxes
Received and In-process Faxes

Needing Approval
Refresh F5
Administrative Mode

Sort >

View 3
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V. Receiving Faxes

Depending on the setting of your office/department, you may NOT have direct access to
all the incoming faxes, e.g. only secretaries have access to the fax line, who will then
dispatch the fax to other users.

The paragraphs below describe the steps done by the user having the right to access
incoming faxes, with the fax line number being 7888.

1. You can find all incoming faxes on “Other Users” > [Fax machine no.] > “Main”.

@»G Efaxsrvl [HKBUAD\ user 1 | | Show Al v faxes

- L::H All 1z | '}] [ ] 'DI [0) | ¢ Date/Time ]To/From/File ]Fax Number/E-... IPages/Byl...lStatus

;. LJJ INVENTORY ) O 24/06/201504:23 PM BUEFAX 1pas Q 0K

{_:]] Main
g Other Users

B '.‘ 7888

j] All

2. Double click the incoming fax to view the content.

&-{] Efaxsnd [HKBUAD\ Usr ] | | Show Al v Faxes ;
----- L:H All ZAEANR ._L'I 0] | © Date/Time | TorFromsFile | Fax Number/E-... | Pages/Byt.. | Status
LJ INVENTORY I[JT,J 3 24/06/2015 04:29 PM BUEFAX 1 pas J OK
..... {_:]] Main
<—J~~§ Other Users
= '.‘ 7888
j] Al
........ v J Main
m Trash
Q Trash
FAX 1
| To: Vendor1 I
Compary
Fax 912345678
Phone:
From:
Fax:
Phone:
E-mall
NOTES:
For the attention of Vendor1
Results 2015
Zig = »
Zoom 28% Coversheet
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3. You can print this fax by clicking the printer icon.

— —_—— N
B RightFax Viewer - @M

File Fax Page Zoom Tools Help

To:
Compary:

Fax: 912345678
Phone:

-
Print

Printer

Neme:  [FXApeosPort-IV C5575 PCL 6 (39.240@A v | [ Properties... |

Status:  Toner low; 0 documents watting
Type: FX ApeosPort-IV C5575 PCL 6

Where:
Commert: 7] Print to file
Print range Copies
@ Al Number of copies:
: — e -
() Pages from: 0 to: 62

» Jg@ A}gﬁ} [7] Collate »
Selection 1 1 Coversheet g |H

[_ok J[ Concel |

4. Select “File”. Click “Save As...” to save print this fax.

— —_—— N
mghtFax Viewer - @M

QFile Fax Page Zoom Tools Help

X232 KAV QY™ [@7
3 Save Ctrl+S
Image | Hist
Save As... I =
-
) = E Save Image As.. - M
Print... trl+Shift+P 1b
o @ b Libraries » Documents b = |4 || Search Documents Fel |
Server Print... ————
ll Organize Mew folder == - @
Send via E-Mail pr )
I ¢ Favorites Documents library Arrange by: Folder ~
o Exit M Desktop Includes: 2 locations
i \_‘ Download= Name . Date modified Type i
"= Recent Places
- 1) Custom Office Templates 9/10/2013 9:46 File folder |
From:
3 /5 : i W
Fax 5 Libraries L Fax 18/5/2015 14:51 File folder
Phone: @ Documents 1. Hewlett-Packard 9/9/2013 13:42 File folder
E-mail: J Music g My Music 14/7/200913:08  File folder |
[ Pictures g My Pictures 14/7/2009 13:08 File folder
B Videos @ My Shapes 14/11/2013 11:28 File folder I
NOTES: g My Videos 14/7/2009 13:08 File folder 2
For the attention of Vendor1 - LA ] ] s
Results 2015 File name: | -
Save as type: [Gloup-} TIFF File (.tif) ']
= Hide Folders [ Save ] [ Cancel I
= N
|| |
Zoom 28% Coversheet b |
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5. Select “File”. Click “Send via E-mail” to mail this fax to others with Outlook client.

RightFax Viewer -
File) Fax Page Zoom Tools Help
- ~ » |: pEm— )
AN X P Y[R RAEH[OH [
Image | History Save Ctrl+S
Save As... -
I
F A} Print... Ctrl+Shift+P |
Server Print... |
I |  Send via E-Mail Chrl-Shift-M
' Co
Exit
|
From:
Fax:
Phone:
E-mail
NOTES:
For the attention of Vendor
Results 2015
=] E S 2 7 v s Untitted —lessage-(HHTi)
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW
_.-“,E & [ Attach File I> Follow Up ~ ® )
4 D = 0 Attach Item ~ ' High Importance
I Address Check ocom
Book Names D{'Signature' ¥ Low Importance
Names Include Tags . Zoom

Page 15 of 18



6. You can forward multiple faxes to other users by selecting multiple faxes.

RightFax FaxUtil

\VFiIe Fax List Tools Help

| =
@ 10D
B XA 5
View Print OCR

New Fax Delete

Test Efaxsorl: Fax Machine [100]

T

Forward to User Forward to Fax Route to User

3

History

2

Combi

“

.

&

Combine selected faxes into one new fax

Refresh

= Show faxes

E [3 INVENTORY il ATE: 2 ; B
E:] Main PN 2662015 17:14 IDD Fax Tone tst... 900185328727532 1 pes Q oK 4

BT Trash &) 6162015 17:14 IDD Faxt Tone test.. 90018621583600... 1 pes Q 0K

[ $ Other Users 4 2662015 17:14 IDD Fax Tone test.. 90018621583609... 1 pgs Q@ 0K

a 261612015 17:14 IDD Fax Tone test.. 900185328727532 1 pgs Q OK

i&] 26/6/2015 17:14 IDD Fax Tone test.. 900185328727532 1 pgs @ OK

B 26/6/2015 17:14 IDD Fax Tone test.. 90018621583609... 1 pgs Q@ OK

ey e Toru1s 1718 TDD Fax Tone test.. DUUT0021 503000, 1 pes W OK
Ll B 26/6/2015 17:14 IDD Fax Tone test.. 900185328727532 1 pgs @ oK 3

< 1 y < | 1 |

| 120 faxes listed (6 selected)

Then click “Forward to User” icon on tool bar.

B x

New Fax Delete

N | | [
=0 |um
; 01010

View | Print | OCR

orward to User)) Forward to Fax

Route to User

Select a user from the list and click “Add”. You can add multiple users. Click “Ok” to

forward the faxes.

A copy of the fax will be placed in the mailbox of the destination user(s).

User selection:

ID « Description -
.-Q‘ USER
3 PETER
T sAam 2
s MARY
3 JOHN
(- S x
Add
Destination users:
lJOHN, MARY, SAM
Notes added to fax history:
[ 0K ] [ Cancel

***NOTE: Using “Forward to User”, the original faxes retained in fax mailbox . ***
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From the recipient’s point of view, they can find the forwarded faxes with status

marked as “Duplicate”.

Show faxes

o |9 )| (@) | Date/Time

To/From/File

Fax Number/E-m... | Pages/Bytes

¢ Status

Q 26/6/201517:14 IDD Fax Tone test... 900185328727532 1 pgs () Duplicate
Q 26/6/201517:14 IDD Fax Tone test... 900185328727532 1 pgs ( Duplicate
Q 26/6/201517:14 IDD Fax Tone test... 90018621583609... 1 pgs () Duplicate

7. You can route faxes to other users by selecting multiple faxes. )

\VFiIe Fax List Tools Help

B x| @5

New Fax Delete | ‘iewr  Print

o100
10101
01010

OCR

o)

Test Bl Fax Maohine [100]

-

o8

Forward to User Forward to Fax Routeto User | History | Combin

2 &

d

Refresh

89 &

Combine selected faxes into one new fax

/

PN 261612015 17:14 IDD Faxt Tone test.. 900185328727532 1 pes Q 0K ng
i B 26/6/2015 17:14 IDD Fax Tone test.. 90018621583609... 1 pgs Q OK
E, @, Other Users 4 2662015 17:14 IDD Fax Tone test.. 90018621583609... 1 pgs Q@ 0K
G- 3 7888 PN 26162015 17:14 IDD Fax Tone test... 900185328727532 1 pes @ 0K
a'is] 26/6/2015 17:14 IDD Fax Tone test... 900185328727532 1 pgs O OK
f’j 26/6/2015 17:14 IDD Fax Tone test.. 90018621583609... 1 pgs O OK
= I» ZomizULS 1714 DD Fax Tone ... 1pgs
- R 26/6/201517:14 IDD Fax Tone test... 900185328727532 1 pgs O OK =
« v < i | b
| | 120 faxes listed (6 selected) N B
Then click “Route to User” icon on tool bar.
) _
N 2= | [o1oD N O S
B X5 8 o5 (20
Ca» 5 1} ]
New Fax Delete | View Print OCR | Forward to User Forward to Fax \Route to User
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Select a user from the list and click “Add”. You can add multiple users. Click “Ok” to
forward the faxes.

Route Fax o gw

The fax will be moved from your mailbox to that of the destination user(s).

User selection:
ID « Description =
i 2 USER i
118 Perer L
| & sam N
|18 mary L 1
' 2 oun !
| - . - el ] |

Add

Destination users:

|JOHN, MARY, SAM

Notes added to fax history:

= =

[ 0K ][ Cancel ]

***NOTE: Using “Route to User, the original faxes will be REMOVED from fax mailbox . ***

From the recipient’s point of view, they can find the routed faxes with status marked as

“Duplicate”.
Show faxes
S| 9 | [@] | Date/Time To/From/File Fax Number/E-m... | Pages/Bytes ¢ Status
[;b 26/6/201517:14 IDD Fax Tone test... 900185328727532 1 pgs (@ Duplicate
g 26/6/201517:14 IDD Fax Tone test... 900185328727532 1 pgs (& Duplicate
l;b 26/6/201517:14 IDD Fax Tone test... 90018621583609... 1 pgs (& Duplicate
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