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Quick reference guide to getting started with RightFax
Web Client for RightFax 10.6, Feature Pack 3

Contents
R Ted a1 ot VoYL= o O =T o | U 2
Creating and SENAING FAXES .....covuuieiiiiiiieieeeeeiee et eeeee e e e eeear e e e eeanans 3
Create @ NEW FaX ...t e et e e 3
Add @ COVEN SNEET ...t e 4
Attach Library DOCUMENTS......ceiiiiiiiiee et ee e e et eeerae e e e eaa s 6
ASSIZN BilliNG COUBS..covuniiiiiiiiiee e e e e e a e e e e raa s 7
Adding Entries into Your Phonebook ........cccooeiveeieiiiiiiiiiiieeeeeeeeeecceee e, 9
Create an Individual Phonebook ENtry .......cccoeeeviiiiiiiiiiiieee e 10
(G EY SR U T o a1 ] g T= o To Yo 1R 12
Forward a Fax to Users or Fax NUMDErS........ccouiiiiiiiiiiiiiiiiiieeee e 13
Routing @ Fax to ANOtNEr USEI ......uuuuieiieii et e e 15

VIeWINg A FaX's HiSTOIY c.uuuieiiiiiiieeeeeeeee et e e e e e e et e eeeeaaans 17



OpenText RightFax Web Client | 2

RightFax Web Client

RightFax Web Client is a browser-based client application that can be used for
basic functionality. The RightFax Web Client works on Microsoft Windows and
Apple OS X, and on Apple iOS (on iPads and iPhones).

Within the RightFax Web Client home page, users can create, view, edit, and print
faxes, along with a number of other useful features for managing fax traffic.
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Let’s get started and see how you can use RightFax Web Client to quickly and
easily fax from any Web Browser!

OPENTEXT

RightFax
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Creating and Sending Faxes

Create a New Fax

RightFax Web Client can be used to create new faxes with a variety of attachment
types and destination options.

1. Click the New Fax button. ¥ "™ | This opens the Create/Edit Fax page.

2. In the Create/Edit Fax page, enter the information for the fax. Usually you
must enter at least one fax recipient’s name, the destination type, and a
Fax Number or E-mail Address.

#)| Rightfax - Create/EditF X =+ o X

& = O ‘ taurus/WebClient/webclient.d| v {:( ‘ = @

2 RFUSER ~

Send More Options Cancel

Create/Edit Fax

To

[ Joe Smith v

Destination Type

Fax Number

[ 8665551212 v ]

3. Click Send to send the fax.
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Add a Cover Sheet

Cover sheets are optional for every fax sent from RightFax. The cover sheet can
contain additional notes intended for the recipient.

1. Within the Create/Edit Fax page, scroll down to Cover Sheet. (By Default
Use Cover Sheet is selected.)

2. In the Cover Sheet file drop down select the appropriate cover sheet.

3. Type the Cover sheet notes in the Notes field. (Up to 21 lines.)

&) RightFax - Create/EditF X - = (] X

&~ > 0O taurus/\We i == :/. Cé

L RFUSER ~

m More Options || Cancel

Cover Sheet

¥/ Use cover sheet

Cover sheet file

fcs.pl

v Use fine mode

Notes

John - Here is the document that you requested
Please let me know if you have any questions
Jack

4. To add a comment or specify other sender information select More
Options.
5. Within More Options scroll down to the From section.

| RightFax - More Option X =+ = O x
€ 5 O | s ¥ = # o -

2 RFUSER ~
Save Cancel

From
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6. Note: You can use the “Comment” field to include information about the
fax that will not appear on the cover sheet. This field becomes searchable
content, in the event that you want to reference the fax to an event, such
as a case number, invoice number, or account name.

7. Optional: Enter the sender’s contact information in the From section, click
Save, and then click Send to send the fax.
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Attach Library Documents

Library Documents are frequently used documents that can be added to faxes.

Your administrator can add frequently used document to the RightFax Library
Documents to make them available for easy faxing.

1. Within the Create/Edit Fax page scroll down to Attachments.
2. Select Attach Library Document.

| RightFax - Create/EditF X -+

& = O taurus * ‘ = :/- &

2 RFUSER ~

More Options Cancel

Attachments

Type Description Native Pages Control

Cover Sheet Delete

| Attach Library Document | Attach File

3. Within the Document Library, select the library document required for this

fax. The documents will be added to the end of the fax in the order they
were selected.

| Rightfax - DocumentLli X -+

& 3 D) taurus/We

Cancel

Document Library

ID Description

SAMPLELIBDOC Sample Library Document

Pages

RightFax Web Client 10.6
Copyright © 1990-2016 Open Text, Inc.
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Assign Billing Codes

Billing codes allow an administrator to identify a fax by the sender, the recipient,
or the content of the fax for reporting purposes.

1. Within the Create/Edit Fax Page, scroll down to Billing Information.
2. Select Billing Search.

| RightFax - Create/EditF X =+ — m] X
< > O | s o x| =% & -
L RFUSER ~

More Options || Cancel

Billing Information

Billing Search

3. Within the Billing Code Look up page, you can search by Account, Matter,
and Description. Click Search to display a list of available billing codes.

#)| RightFax - Billing Code | X =+ - o X
& 8 (@) ‘ taurus/WebCl pig ‘ == :/. @
2 RFUSER

Cancel

Billing Code Lookup

Search by

Account | Matter = Description

Maximum results to show:

50
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4. Select the appropriate billing code for this fax.

#) RightFax - Billing Code| X =+ = (] X
9
& > O | taurus/webclientwebdientdl/zBILLS *| = Z O
& RFUSER ~
Cancel

© The billing code lookup completed.

Billing Code Lookup

Search by
Account | Matter = Description
Search for

Maximum results to show:

50
Account Matter Description
7841 JONES V SMITH

87342 SMITH V JONES
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Adding Entries into Your Phonebook

RightFax Web Client lets you create a personal phonebook of fax contacts. You
can add individual contacts to your phonebook or frequently faxed numbers. You

can also create group contacts that let you easily send one document to multiple
members of the same group.

There are two options to access Phonebook using the RightFax Web Client:

e Open the Web Client Home page, on the username menu, click
Phonebook.

| RightFax Folder - Main X 4

= o X
& - O taurus,/\\ t/webclient.dll/2F f{ = :/. CA
2 RFUSER ~
Folders ~ =+ New Fax Q search i Move t € m ete o ¢ [1-4¢ % Settings
& Delegates
Flags Time TolFrom Fax Number P| = Phonebook
A 3/21/2017 8:41 AM TEST 8665551423 G
B Trash © Help
o 3/21/2017 8:41 AM 1
il Al C» Logout
- 3/21/2017 8:41 AM =
s 3/21/2017 8:41 AM RFUSER 1234 cs 1 OK
RightFax Web Client 10.6
Copyright © 1990-2016 Open Text, Inc.
o .
e From the Create/Edit Fax page, under To, click Phonebook.
| RightFax - Create/EditF X + — [m] X
&~ - 0O ‘ taurus/We ient.dl » ﬁ ‘ = @
L RFUSER ~

More Options Cancel
Create/Edit Fax

To

Destination Type

Fax Number

Enable Certified Delivery

Phonebook
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Create an Individual Phonebook Entry

Entries can be added to the phonebook individually for quick access to frequently
used contacts.

Note: This option is not available for small mobile devices.

1. Open the Web Client Home page, on the username menu, click Phonebook
from the menu.

#| RightFax Folder - Main X 4

= a X
) taurus/WebClient/webcdlient.dll/?FOLDRFFFF pig ‘ = Z O
& RFUSER ~
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& Delegates
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i Trash O Help
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s 3/21/2017 8:41 AM RFUSER 1234 CSs m OK
RightFax Web Client 10.6
Copyright © 1990-2016 Open Text, Inc.
2. Within the Phonebook page select New Entry.
#)| RightFax - Phonebook X — (m] X
é — O ‘ taurus/WebClient/webcdlient.dll/2phone * = ./ g
£ RFUSER ~
Phonebook
RFUSER
Load user phonebook
Refresh || Search 0-00f0

RightFax Web Client 10.6
Copyright © 1990-2016 Open Text, Inc.
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3. Enter the fax number in the Destination field and fill in any other contact
information you prefer to save for the contact.

#)| RightFax - Phonebook E X -+ = a X
< =7 () | taurus/WebClient/webdlient.dll/Znuphr * ‘ = :/. g
2 RFUSER ~

Delete Cancel
Phonebook Entry

[ KATHY_MORITIME v

Published

Read Only

Address

[ Katy Moritime ]

[ Pacific Shipping ]

Address

City/State

8776231903 v
Destination Type

Fax Number N

4. Click Save.
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Use your Phonebook

It is possible to easily add recipient to one fax by using the RightFax Phonebook.

1. Click the New Fax button. + new Fax |This opens the Create/Edit Fax page.
2. From the Create/Edit Fax page, under To, click Phonebook.

#| RightFax - Create/EditF X = [m] X
& > 0O taurus/\\ n e w ‘ = K4 0
L RFUSER ~
More Options Cancel
Create/Edit Fax
To
Destination Type
Fax Number v
Enable Certified Delivery
3. Select each contact that needs to receive this fax.
i) RightFax - Phonebook X 4 — a X
&~ > 0O ‘ taurus/WebCl jent.d w = :/- g
& RFUSER ~

New Entry | New Group | Close

Phonebook

RFUSER

Load user phonebook

Refresh Search 1-40f4
Type ID Name Company Fax Number Owner
BELLA_PERRY Bella Perry Kona Gas Co. 8771552333 RFUSER
a| GREG_SMITH Greg Smith Seattle Brewing 8774516231 RFUSER
[a] JACK_KLINE Jack Kline Acme Co 8775555555 RFUSER
a| KATHY_MORITIME Katy Moritime Pacific Shipping 8776231903 RFUSER

RightFax Web Client 10.6
Copyright © 1990-2016 Open Text, Inc

4. Fill out the required fields, add any attachments, and click Send.
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Forward a Fax to Users or Fax Numbers

You can quickly and easily forward a fax to another RightFax users who is
registered on your RightFax server. This feature will place a copy of the fax in the
inbox of the destination user’s account and will be noted in the history of the fax.

1. Open the Web Client Home page, and open a sent or received fax.

&) RightFax Folder - Main X =+

= (m] X
& - O ‘ taurus/WebClient/webclient.dll/2FOLDRFFFF * = :/: @
4 RFUSER ~

Folders v || 4 NewFax | QSearch | il Move e m Delete o ¢ 1-40f410f1pages

Flags Time To/From Fax Number Pages Status

r e 32112017 8:41 AM TEST 8665561423 cs = OK
I Trash
El 31212017 8:41 AM 1 % OK
= Al
- 3/21/2017 8:41 AM 1 m OK
a 312112017 8:41 AM RFUSER 1234 cs B OK

2. Within the Fax Viewer page, select Forward to User.
)| RightFax - Fax Viewer X

= o X

— > 0O taurus/We ebclient.dll/?LDF Tﬁf‘ = #4 @

& RFUSER ~

Forward to User Forward to Fax Route to User Fax History Move to Folder Delete Close
Lierl
< > Q Q@ & & N S m O/ AalH

3. In the Forward Fax page, enter any search criteria, and click Search User

List.
#) RightFax - Forward Fax X =+ - [m] X
&< = 0O taurus/WebClier bdlient.d N w = :/; @
£ RFUSER ~
Forward Fax
E v
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4. Select the user to forward a copy of the fax.

5.

##| RightFax - Search User1 X 4 — o X
&< = 0O ‘ taurus/WebClient/webdlient.dll/Zusrch g ‘ = @
2 RFUSER ~
Cancel

Search User List

A
Q search
1-7o0f7 < >
Type ID Name
a ADMINISTRATOR Administrator
El ALCHEMY Alchemy
2 AMYCAMPOS Amy Campos
H DEFAULT Default for new user
a RFCONNECT RightFax Connect
a4 RFONDEMAND RightFax on Demand
a  WALKUP Walkup

Click Forward Fax, to send a copy of the fax to one or multiple recipients.

#) RightFax - Forward Fax X =+ — [m} X
&~ - 0O ‘ taurus/WebClient/webdlient.dll/2USUSR&0000000C v ‘ = @
2 RFUSER ~

Forward Fax

" ALCHEMY

Search User List




OpenText RightFax Web Client | 15

Routing a Fax to Another User

You can quickly and easily forward a fax to another RightFax user who is
registered on your RightFax server. This feature will move the fax from its current

location to the inbox of the destination user’s account and will be noted in the
history of the fax.

1. Open The Web Client Home page, and open a sent or received fax.

#&| RightFax Folder - Main X

= (m] X
&< - 0O ‘ taurus/WebClient/webclient 7&7‘ = :/. @ sisie
2 RFUSER ~
Folders~ || 4+ NewFax | QsSearch = @M Folde i Delet & ¢ 1-40f410f1pages
m Flags Time To/From Fax Number Pages Status
o = 31212017 8:41 AM TEST 8665551423 cs 1 OK
i Trash
E 312112017 8:41 AM 1 = OK
= Al
— 3/21/2017 8:41 AM 1 1 OK
- 31212017 8:41 AM RFUSER 1234 cs m OK
. . o
2. Within the Fax Viewer page, select Route to User.
&) RightFax - Fax Viewer X = o X
& > O | wmumsmecienmedenta/ion x| = % &
£ RFUSER ~

Forward to User Forward to Fax Fax History Move to Folder Delete Close
€ 2 v = QA &Q & & | N S m O/ Al H

To: RFUSER
L,

3. In the Route to User page, enter any search criteria, and select Search User
List.

#) RightFax - RoutetoUse X 4 - =] X

& > O ‘taurus', lient/webdlient.dll/?rte g = :/- g

& RFUSER ~

Route to User Cancel

Route to User

[ v

Search User List
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4. Select a user to Route the Fax to.

)| RightFax - Search Userl X - = a X
g!
& > O | taumswebclientiwebcientdll/2FWDRT *| = Z &
£ RFUSER ~
Cancel
A
Q search
1-70f7 < >
Type ID Name
a  ADMINISTRATOR Administrator
ALCHEMY Alchemy
i AMYCAMPOS Amy Campos
a| DEFAULT Default for new user
4/ RFCONNECT RightFax Connect
a RFONDEMAND RightFax on Demand
a WALKUP Walkup

5. After selecting the user click Route to User to move the fax to one or
multiple users.

| RightFax - RoutetoUse X - = (m] X
D) | taurus/WebClient/webdient.dll/?USUSR&_0000000D Y [ = ¥ O
£ RFUSER ~

Route to User |2

Route to User

l ALCHEMY v

Search User List

Notes to place in fax history record
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Viewing A Fax’s History

You can view a detailed audit trail of the fax history of a fax, which will include
detail such as when it was delivered, viewed and by whom, if it was routed or
forwarded and to whom, if it was edited/annotated, and other important details.

1. Open the Web Client Home page, and open a sent or received fax.

#| RightFax Folder - Main X =+ — (] X
& = (¢B) ‘ taurus/WebClient/webclient.dll/?FOLDRFFFF big = @
4 RFUSER ~
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I Trash
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. . .
2. Within the Fax Viewer page, select Fax History.
#&)| RightFax - Fax Viewer X — (m] X
— > O ‘ taurus/WebClient/webdlient.dll/?LDFA pAg = :/- Q
4 RFUSER ~

Forward to User Forward to Fax Route to User Move to Folder Delete Close
Lour ] [iFr
< 2 QA & & 2 NS m O/ AalH

3. The Fax History page will display, click Close to exit Fax History.

#) Rightfax - Fax History X + = a X
€ > O | umswecinmesdentan x| =% o -

2 RFUSER ~
Close

Fax History

8:41 AM Tuesday, March 21, 2017 Transmission Record
Received from remote ID ™

Unique ID: "RFU58D0E7577695"

Elapsed time: 0 minutes, 0 seconds.

Used channel 2 on server "TAURUS".

No ANI data

No AOC data

Resulting status code (0/352; 0/0): Success

Pages sent: 1-1

Delegate ID: ™

10:55 AM Tuesday, March 21, 2017 View Record
Viewed by: RFUser




