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|. RightFax FaxUtil Installation

1. Double click “setup.exe” to start RightFax FaxUtil installation.

, » Computer » Data(D:) » Software » rightfaxl0.6fplsr3_client »
= — = e — e = =

Organize v Open Burn New folder

~

$% Favorites & Name } Date modified Type Size

Bl Desktop . Preregs 3/6/2015 10:58 File folder
¥ Downloads .. RightFax 3/6/2015 10:58 File folder
2| Recent Places .. System Files 3/6/2015 10:59 File folder

§§, _setup.exe 6/5/2015 11:55 Application 3,816 KB

w4 Libraries || manifestxml 6/5/201511:31 XML Document 3KB

El Documents = || oemxml 6/5/2015 11:31 XML Document 1KB

J’ Music ﬂ%‘ RightFax Product Suite - Client.msi 6/5/201511:55 Windows Installer ... 3932 KB

[ Pictures || RightFaxBU.xml 6/5/201511:31 XML Document 6 KB

&4 Videos W, setup.exe 6/5/2015 11:54 Application 1,834 KB

2. Toinstall RightFax FaxUtil, you need a user account with administrator privilege.

3 -

' @ User Account Control

Do you want to allow the following program to make

changes to this computer?

! ', Pregram name:  RightFax® Setup Bootstrapper
Verified publisher: Open Text Corporation
File origin: Hard drive on this computer

(v) Show details Yo |[_No |

Change when these notifications appear
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3. Click “Next”.

»
RightFax Product Suite Setup

Install

The setup wizaxd will guide you through the three-step setup
PIOCESS.

3-Step Setup

Step 1: Choose your setup options and features. The wizard will
determine the requirements of the features vou choose and will
either install them or inform you of the need to install separately.

Step 2: Installs software required by setup options and features
chosen atstep 1.

Step 3: Performs basic configuration of the setup options and
features.

RightFax
| WRightte

I

_ e

4. Check “l accept the terms in the license agreement” and click “Next”.

RightFax Product Suite Setup

Please read the license
agreement

OPEN TEXT
END USER LICENSE AGREEMENT il

|

IMPORTANT - PLEASE READ CAREFULLY -T1his

OPEN TEXT END USER LICENSE AGREEMENT ("EULA") IS A BINDING
LICENSE AGREEMENT BETWEEN YOU (EITHER AS AN INDIVIDUAL. A
SINGLE CORPORATION. OR OTHER SINGLE LEGAL ENTITY) AS LICENSEE
"LICENSEE") AND OPEN TEXT CORPORATION ("OT") AS LICENSOR. YOU
AGREE THAT. AT SUCH TIME AS YOU INSTALL, COPY, EXECUTE, AND/OR
USE ANY OPEN TEXT SOFTWARE, DOCUMENTATION, AND/OR OTHER
INTELLECTUAL PROPERTY ACCOMPANYING, OR AUTHORIZED BY OT IN
WRITING FOR YOUR USE PURSUANT TO, THIS EULA ("EFFECTIVE
DATE"), YOU WiLL BECOME LEGALLY BOUND BY ALL PROVISIONS OF
THIS EULA. IF YOU DO NOT SO AGREE, YOU MAY NOT INSTALL. COPY,

RETrTTRT TR T rmiasane AASLIRArCLIT A TIAR

I @ [ accept the terms in the license a\greement. I |

‘ () Ido not accept the terms in the license agreement.

Setup v10.6.1.3080 [ Cancel ] [ <Back ]
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5. Select “Custom” and click “Next”.

-

RightFax Product Suite Setup

Allows you to choose a customized set of
features. Defaults to Typical RightFax

Prepare

Select a typical feature set
or create your own 1
) Typical Client Description
() Admin Client Client,
|l @ Custom |
| |
1
| |
!I
l Setup +10.6.1.2080 [ Cancel ]
|

| <Bak |

6. Uncheck “Outlook Advanced Fax Extensions” and click “Next”

g

RightFax Product Suite Setup

Select features

= Clients'Tools
----- RightFax FaxUtil
f-[Z] RightFax Print Driver

E ..... W] Outiook Advanced Fat Extensions

[V
----- [ ¥IM Print Driver
..... [ RightFax AutoReply

Setop +10.6.1.3080

Prepare

Description

A RightFax custom form for
QOutlook clients that expands and
simplifies the process of sending
and receiving faxes with Outlook.
An embedded fax viewer and
billing code lookup functionality
is also avadlable.
Requirements

® NET45

@ C++ 2008 Runtime

® C++ 2010 Runtime

® C++ 2012 Runtime

® Outlook

® VSTO 40

Coel | [ Bk |[ Wew- |

. e e W
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7. Setup program will check requirement. Click “Next”.

-
RightFax Product Suite Setup

Preview requirements for
selected features
Prepare

Description Status
(»)Microsoft Visual C++ 2012 Runtime Components Must Install
(2 RightFax Shutdown Not Required
(@ Windows Operating System 0K
(@) Client Only Install OK
(@ Microsoft Visual C++ 2008 Runtime Components OK
(@ Microsoft Visval C++ 2010 Runtime Components OK

|

! Setup v10.6.1.3080 [ Cancal ] ( < Back ] [ Next » ]

8. Click “Apply”.

Apply Settings

Prepare

Setup is ready to apply your settings. Click Apply to
in.

| setup v10.6.1.3080 Cancel ] [ < Back [ Apply ]
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9. Click “Next”.

Ready to install

Your system now meets the requirements of your chosen features. To continue with setup, click Next.

To stop setup click Stop. When re-run, setup will resume.

10. Click “Next”.

Select the RightFax
installation folder

Installation Folder

AProgram Files (861 RightFax Browss...

Setup v10.6.1.3080 Cancel ] [ Bk { Next »
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11. Click “Apply”.

RightFax Product Suite Setup

Apply Settings

Setup is ready to apply your settings. Click Apply to
in.

Setup v10.6.1.3080 Cancel ] [ < Back [ Apply J

12. Performing installation.

RightFax Product Suite Setup

Performing installation tasks

—— \
Copying new files

Setup v10,6.1.2080 | Cancel
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13. Installation completed and click “Next”.

-
RightFax Product Suite Setup

Ready to configure

Your installation is complete. To continue with setup and configure your installation, click Next.

To stop setup click Stop. When re-mun, setup will resmme.

Setup v10.6.1 3080

t

14. Insert “EFAXSRV1” and click “Next”.

RightFax Product Suite Setup

Enter the name of the
RightFax Server

RightFax Server Name EFAXSRYI1

Setup v10.6.1.3080 Cangel ] [ < Back [ Next »
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15. Click “Apply”.

-

RightFax Product Suite Setup

Apply Settings

Setup v10.6.1.3080

Setup is ready to apply your settings. Click Apply to

M

Cancel ] [ <Back

| Apply |

16. Wait for services startup.

RightFax Product Suite Setup

Performing configuration
tasks

-_—

Starting services

Setup v10.6.1.3080

Cancel

F
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17. Installation is complete. Click “Finish”.

RightFax Product Suite Setup

Setup is complete.

[ View Installstion Log |

! RightFax

—

| Setup v10.6.1.3080
L

Il. Check RightFax printer
1. Right click RightFax printer on taskbar and click “Configuration”.

About..,

ODBC Configuration...
LDAP Configuration...
Exit

Quick Fax/Broadcast...
FaxUtil

RightFax Fax Printer
Send To OneNote 2013
RICOH Aficio MP 6001 RPCS (39.65@RRS315)
HP LJ500 MFP M525 PCL 6 (39.243@AAB801A)
HP LaserJet 4250 PCL6
HP Color LJ4700 PCL 6 (37.48@RRS306)
HP Color LJ4700 PCL 6 (37 46@RRS315)
v FX ApeosPort-IV C5575 PCL 6 (39.240@AAB801A)
3. HP Color LJ4650 PCL 6 (37 41@RRS314)
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2. Check “RightFax Fax Printer” is configured to “RightFax” type.

Configure Client X ]

Create Fax Driver >> |

Printer ] Type I Description -~
c~$ HP Color LJ4700 PCL 6 (37.46@R... ¥ ‘Windows
@ HP Color LJ4700 PCL 6 [37.48@R... ¥ ‘Windows
EHHP LaserJet 4250 PCLE ¥ \Windows
§§ HP LJ500 MFP M525 PCL 6 (39.24... ¥ ‘Windows

v
b4
B

Cﬁ RICOH Aficio MP 6001 RPCS (33.6... Windows

=

RightFax PCL Fax Printer

)}
- au ] v

lightFax Fax Printer

Fax Server Name: ]EFAXS RY1 [V Launch on startup
Protocol: ITCP-’ IP v|  Prosy Server
Login Method: lUse NT Authentication _v_I
User ID: l .
Language: |English v
Tray lcon Double-click: lLaunch FaxUtil L]

3. On Start Menu, select “Devices and Printers”. Right click “RightFax Fax Printer”. Check
printer driver is configured to “HP LaserJet 5200 Series PCL5".

g RightFax Fax Printer Properties ]
I Security | Device Seftings About
Genersl | Shaing | Pois |  Advanced Color Management
‘w Location: PCL Fax Printer
RightFax Fax
Printer Comment:  pCL Fax Printer
ﬂ Model: HP LaserJet 5200 Series PCL 5
Features
Color: No Paper available:
Double-sided: No Ad ~
Staple: No ;
Speed: 35 ppm |
Maximum resolution: 600 dpi 2
[ Preferences... J [ Print Test Page ]
[ ok ][ Cancel || apply
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lll.  Install Mail Merge Printer
1. On Start Menu, select “Devices and Printers”. Click “Add a printer”.

e ! '-

f » Control Panel » Hardware and Sound » Devices and Printers »
Add a device Add a printer

> Devices (7)

I Printers and Faxes (8)

2. Select “Add a local printer”.

&2 Q;Q Add Printer

What type of printer do you want to install?

< Add a local printer

Use this option only if you don't have a USB printer. (Windows automatically installs USB printers
when you plug them in.)

< Add a network, wireless or Bluetooth printer

Make sure that your computer is connected to the network, or that your Bluetooth or wireless
printer is turned on.

S

3. Select “Create a new port:” and choose “Local Port”.

-

- (o]
@ = Add Printer

Choose a printer port

A printer port is a type of connection that allows your computer to exchange information with a printer.

(©) Use an existing port: | LPT1: (Printer Port)

@ Create a new port:

Type of port: Local Port
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4. Enter “\\efaxsrvl\hpfax”. Click “Ok”.

‘ Port Name M
Enter a port name: | I

| \\efaxsrv 1%hpfax] |

5. Choose Manufacturer: “HP” and Printers: “HP LaserJet 5200 Series PCL5 (HP)”. Click

“Next”. )
| - i
@ = Add Printer

Install the printer driver

./ Choose your printer from the list. Click Windows Update to see more models.

To install the driver from an installation CD, click Have Disk.

Manufacturer “ || Printers -~
Fuji Xerox =
Generic T_ B8 HP LaserJet 5200 Series PCL 5 (HP) A
[ HP LaserJet 5200 Series PCL 5 (Microsoft) m
E HP I L [Z5JHP LaserJet 5200/5200L PS L
T iR oo males €AAAL Cosio R/LE

(5] This driver is digitally signed. [ Windows Update H Have Disk... ]

Tell me why driver signing is important

Next Cancel

4

6. Choose “Use the driver that is currently installed (recommended)”. Click “Next”.
' - (S

@ = Add Printer

s

Which version of the driver do you want to use?

Windows detected that a driver is already installed for this printer.

I @ Use the driver that is currently installed (recommended) I

() Replace the current driver
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7. Enter Printer Name: “MailMerge”. Click “Next”.

_

@ a.@s Add Printer

Type a printer name

I Printer name: MaiIMerge

This printer will be installed with the HP LaserJet 5200 Series PCL 5 driver.

Cancel

lNextl

8. Click “Finish”.

& = Add Printer

oo

You've successfully added MailMerge

[7] Set as the default printer

test page.

Print a test page

To check if your printer is working properly, or to see troubleshooting information for the printer, print a

==

9. Check “MailMerge” is configured to “Windows” type.

P

Configure Client ES
Create Fax Diriver »» |
Frinter | Tupe | Description -
@HF’ Color L14700 PCL 6 (37 46@R ... " Windows
@HF’ Color L14700 PCL 6 (37 48@R... " ‘wWindows
@ HP LJ500 MFP M525 PCLE (39.24... " ‘Windows
@HIEDH Aficio MP 6001 RPCS [39.6.. "% ‘Windows E
& Send Ta Oneote 2013 - ‘Windows
| w0 P Y g L Oyt > | P Y Y g ] Cley-t,
tailtd erge ¥ Windows I -
4| m 3

Fax Server Mame: IEF.&XSF!W

W Launch on gtartp

Frotocol: I TCRAR

Prosy Server I

Login Methad: IUse WNT Authentication

Led L

User 10: I

Language: I English

Tray lcon Double-click: ILaunch Faxl il

Lel Lo

ok |

Cancel
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IV. Import FaxMailMerge Macros
1. Open ablank new Word document. Click “FILE”.

B H S O:- Document3 - Word ?
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER

4 _ = e VR Y + B abc
[ . | [Calibri(Body) -]11 A A Aa-r @73 AaBbCcDc AaBbCcDe AaBbCe [ i
Paste ¢ B I U ~abex, X [~ ¥.-A-B@ T Normal = TNo Spac.. Headingl :: Editing
Clipboard Font F Paragraph F Styles F}
|5 3'!'2-I'1'I-§'|-1' 1e201 3040005000600 07 0800090100 1110 1 1200 130 1 2140 ) - ISAITERGETEET T I8N

2. Click “Options”.

Open
@ Recent Documents

&& OneDrive

FH% Other Web Locations
EI:[ Computer

o= AddaPlace

Account

I Options

3. Click “Customize Ribbon”.

- _—= v
Word Options
General I .
i f:jo‘ General options for wo
Display o
Proofing User Interface options
Save Show Mini Toolbar on selec
Typography Enable Live Preview i
Language @] Update documgr\t cgntept v
ScreenTip style: | Show feature
Advanced
Custorraa Rbbon Personalize your copy of Micros
Quick Access Toolbar User name: :User
Add-Ins Initials: v
Triich Confar ) Always use these values reg;
Néfimmn Daclrmemiim sl }':-’..:L
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4. Check “Developer” and click “Ok”.

Word Options . T ——— - - @u
Geneel) E-E Customize the Ribbon and keyboard shortcuts.
Display
y Choose commands from: ) Customize the Ribbon:©
Sluating |Popular Commands IZI iMain Tabs El
Save
Accept and Move to Next - Main Tabs
e = Aliganeﬁ: F &l [V]Home
Language "= Breaks g Clipboard
= Bullets [» Font
Advanced = Center Parsgragh
Customize Ribbon € Change List Level » Styles
E® Copy £ Editing
Quick Access Toolbar 3{) Cut [V Insert
- Define New Number Format... Design
Add-Ins g gdeteT " Page Layout
Trust Center D::x V:r‘tiial Text Box B References
(U7 Email [ Add ' Mailings =
#% Find ———— Review
o] B [Fmee o =)
A Font.. Developer
A Font Color [»
Font Size IR AddTns
¥ Format Painter Blog Post
A" Grow Font [V]Insert (Blog Post)
& Hyperlink... Outlining
AEI Insert Footnote Background Removal
4= Line and Paragraph Spacing 4
P Macros
B Multiple Pages LNeg Tab J [ New Group ] [ Rename... l
[ New -

Customizations:
Keyboard shortcuts: IpportiExpot | ©

< | m | »

[ ok || cance |

5. Click “Developer” and click “Visual Basic”.

E] H © O = Document3 - Word 1
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER

= ®7Record Macro £ [:= Aa Az (= BB £ Design Mode - & ==
J ﬁ e o ) 72 o . E: o« D Lg.“ [a
m Properties ~

Il® Pause Recording
XML Mapping Block Restrict | Document Docume

Visual Macros Add-Ins COM

Basic % Macro Security Add-Ins & +&] Group - Pane Authors - Editing | Template  Panel
ode Add-Ins Controls Mapping Protect Templates
L.} 3:'5["2“-!5‘1‘”-5- [ SRR R SRR TN RS- RN R S A IO TR RIS U RIS § SRS P XN & TR IR C TRIRS Lo S (- v AR s &4
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6.

7.

Click “Normal”.
m&Wsual Basic for Applications - Normal —— e — e | B m)

: File Edit View Insert | Forma | Debug Run Tools Add-Ins Window Help

ME-"d faEaloer» n a $FF 2O _

(L] Microsort Word Obje

EJ & Pro;ect (Document3)
=43 Microsoft Word Obje
: @ ThisDocument

Click “File” and select “Import File...”.

‘| File §Edit View Insert Format Debug Run Tools Add-Ins Windo
| & Save Normal Ctrl+S YRS ~ €

Export File... Ctrl+E
Remove
Print... Ctrl+P

Close and Return to Microsoft Word  Alt+Q

AX &

&7 References

|
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8.

9.

Select “FaxMailMerge.bas” and select “Open”.

Lookin: s - ©f > m

(E*_ Name Date modified Type
S
Recent Places
| w FaxMailMerge.bas 30/6/2015 22:38 BAS File
| .

Desktop

<« | m | 3

%‘ File name: FaxMailMerge bas v
Flesoftype:  [VB Files ("fm;"bas:"cls) v

Expand “Modules”, right click “NewMacros” and click “View Code”.

P IRAott Visual Basic for Rpplications -Normal
éEile Edit View Inset Format Debug Run Tools
WE- @A Sy o VAR

= =] B
=-& Normal
=3 Microsoft Word Obje
. @] ThisDocument
=5 Modules

=] View Object

Normal Properties...

Insert »

Impeort File...
Export File...

NewMacros Remove NewMacros...

Print...

BN
Dockable

Hide
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10. You should get following screen. Close this window.

W35 Microsoft Visual Basic for Applications - Normal - [NewMacros (Code)] T T eciE
% File Edit View Insett Format Debug Run Tools Add-Ins Window Help -8 X

[€

11. Uncheck “Developer” in

-

‘& - b

n o ERY

@ | Lni, Coll

Project - Normal }J (General)

v (Declarations)

B = @] g

< | 1} 3
 |Properties - NewMacros l]
NewMacros Module v

&% Normal

=3 Microsoft Word Obje P
“..f&] ThisDocument

=& Modules '

¢ NewMacros ;

& Project (Document3)

Alphabetic | categorized
[T newtacos

'

For

= « [l

|
Sub FaxMailMerge()

FaxMailMerge Macro

Requirement:
1. Each Master document has to Include 2 pages min.
2. Only One Section Break 1s allowed in master document
3. The section break has to be followed to the first page of master |-

sCurrentPrinter

' variable declarations
Dim numpages, numsectlons As Integer

praiil

Modified by Ming Chan @ Greensboro on 28 Dec 2011 ) )
To support the master document which include one section break. (i.e

Dim sCurrentPrinter As String .
= ActlvePrinter

get the number of sections in the entire document
mmsectlons = ActlveDocument.Sectlons.Count

going to process the code in here for each section in the docume:
To numsectlons

'Print the page from previous section to current section if th

If 1 Mod 2 = 0 Then
'‘pagerange =

“s* & |

startrange = "s" & 1 - 1
endrange = "s" & 1

“Customize Ribbon”.

Word Options p—— | ?
G | . .
Enere E'E Customize the Ribbon and keyboard shortcuts.
Display
) Choose commands from: ) Customize the Ribbon: (&
Proofing |Popu|ar Commands EI |Mair| Tahs EI
Save
; o~ Main Tabs
Typography Accept and Move to MNext =
= Align Left El Home
Language :E Breaks s Clipboard
*— Bullets 4 Font
Advanced = Center Paragraph
N | Customize Ribbon E-)_ Change List Level L St)_vl_es
‘B Copy 3 Editing
Quick Access Toolbar a6 Cut [#] Insert
Define Mew Mumber Format... Design
Add-Ins 7 Delete =
E Draw Table Page Layout
Trust Center Draw Vertical Text Box L4 References
7 Ernail | A | [¥] Mailings
i Find Review
Font I= | Lemove | [ View
A Font.. |_ Developer
A Font Color |" -
Fant Size T [¥] Add-Ins
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12. Click “VIEW”, click “Macros” and select “View Macros”.

Document3 - Word
ASERT DESIGN PAGE LAYOUT REFERENCES MAILINGS

[ Outline Ruler Q [E) One Page

| Draft [] Gridlines ED [ Multiple Pages
Zoom 100%
[] Navigation Pane €l Page Width L] Split %) Reset Window Position

VIEW

(13 View Side by Side

EE] Synchronous Scrolling

Show Zoom Window I:‘U View Macros
A SN I S |-i§-|'1' 102010301 c401:5:1:6:1:7:1:8:1+9:1:10:1:11:1:12: )13+ 1 +14: 1 - ISKHEEIGNINEERS

?_‘, Record Macro...

| Ile Pause Recording

13. Import macros completed.

Macros

Macro name:

FaxMailMerge -

Run

Create

% Organizer...
Macros in: | All active templates and documents EI
Description:
A d
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