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What is Web Fax? 
The Web Fax service is a web-based internet fax service that is designed for single or 
broadcast faxes. Your fax message is delivered by means of our IP network. Once 
your fax is sent, you can check the delivery status using our on-line web reporting. 

Web Fax Requirements 
Web Fax officially supports the following browsers: 

• Microsoft Internet Explorer 5.x, 6.x 

• Netscape Navigator 4.7x, 7.x 

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

• SSL encryption at the 40-bit level or higher 

• Frames 

• Tables 

• Cookies 

• RFC1867 support for multiple forms and file uploads 

• Java Script 

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

We support various file formats including TIFF, HTML, PDF, text, MS Office, and 
Corel office. Go to http://www.myfax.com/pop_file_formats.asp?bt=p for a complete list 
of file formats that are supported. 

Logging In 
Go to your Web Fax home page at www.protus.com.  Click on the Login link at the 
top of the page - this takes you to your Account Login page. 

Note: Bookmark this page before entering your User ID and  Password. 

Enter your User ID and Password in the boxes provided and click the Login button.  
Once you are logged in, select the Web Fax link on Your Secure User Site, or select 
Web Fax from the Services side-bar menu.
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Sending a Web Fax 
Web Fax enables you to completely manage sending a fax through your web browser.  
The Web Fax user interface is broken down into three easy-to-understand sections: 

• Who are you sending your fax to? 

• What would you like to fax? 

• What advanced settings would you like to use? (optional) 

Once you have set up the recipients, the content of the fax and any of the advanced 
features you wish to use, click Send to submit your fax to the system.  Click Clear 
All only if you think you have made a mistake and want to start over from the 
beginning. 

Section 1 – Who are you sending your fax to? 
Here is where you provide the destinations for your fax(es).  You can do this in three 
ways: 

• Manually enter the name and fax number of your destinations, complete the 
Name: and Number: fields, then click Add. When you wish to remove 
contacts from your list, highlight them and click Remove.  

• Add a recipient list that is stored on your computer. 

• Add a recipient list that is stored in your on-line eContacts. 

You can choose to use any combination of one or more of the three options listed in 
one fax.  For example, you can load a list from your computer and add one or two 
additional destinations before you send it.  

 

Manually enter the destinations 
You can enter individual destinations by typing in the name and fax number in the 
boxes provided, and clicking the Add Recipient button.  The recipient (or contact) is 
displayed in the Recipients List box.  You can repeat this process as many times as 
you wish to add more recipients or contacts. Any names placed in the Name field 
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show up as the ID in any reports created. If there is no information placed in the 
Name field, the associated fax number shows up in any reports created. 

In Web Fax, the fields are assigned to columns as follows: 

• Column A is the fax number. 

• Column B is the “to name”. 

• Column C is the ID number.  

Only column A is mandatory. 

The Name and ID fields are optional and are used only by the History report to help 
you keep track of where your faxes are sent.  

The fax number must be typed using all digits (no punctuation) and must begin with 
the country code for the destination.  In North America, the country code is 1, so a 
North American fax number would look like 16135551234 (country code + area code 
+ local phone number). No 011 country code is required for international faxes. North 
American and international fax number lists should be submitted in separate 
broadcasts. 

Note: If you choose to use some of the optional fields and not others, you must have a 
blank column for the ones you chose not to use. For example, if you have a phone 
number (column A), a name (column B), no ID (column C) then you must leave a 
blank column between the columns. 

Add a contact list that is stored on your computer 
If you have many destinations or destinations with extensions, you may wish to use a 
prepared list and load it from your computer, rather than type each entry by hand.  
This can be a list that you created in a spreadsheet program such as Microsoft Excel 
(in which case, save it in CSV format), or it may have come from a database 
application. Any list that meets the following requirements can be used: 

• Comma-separated text file 

• Fax Number in first field (required)  

• Contact Name in second field (optional) 

• Unique identifier in third field (optional) 

See the notes above about leaving a blank column if one of the optional fields is not 
used. 
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1. Once you have a list prepared and ready on your computer, click the My 
Computer button.  A window pops up entitled Upload Contact List. 

 
2. Click the Browse button to open the file selection browser on your computer, and 

locate the list you wish to upload. 

3. Click the Open button in the browser window to select the list.  This closes the 
browser window and returns you to the Upload Contact List window. 

4. The file path and name of the list file appear in the “Select List:” box.  Click the 
Select button to load the list.  The file name appears in the Contact List box, with 
the number of recipients in the list in parentheses (). 

You can repeat these instructions to load multiple lists for the same broadcast.  Each 
list appears in the Contact List box. Note that a .csv file can have only 65 000 entries.  
If you wish to send the broadcast to more than 65 000 recipients, you must submit 
two separate broadcasts.  

Add a recipient list that is stored in your on-line eContacts 
Another way to store a prepared list is to load it onto the Protus system as an 
eContacts list.  eContacts lists, once loaded, are available on-line ready for use at any 
time.  The following instructions assume that you have already stored one or more 
eContacts lists.  For additional instructions on using eContacts, refer to the eContacts 
User Guide.  You can find this document under the account option “List Management  
-> eContacts -> Help. 
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1. Once you have a list ready for use in eContacts, click the eContacts button.  A 
window pops up entitled Select a Contact List from eContacts.. 

 
2. Click the Add button beside each list to which you wish to send your fax.  Notice 

that the check-box in the “Selected” column is checked for each list that you 
select. Once you have selected a list, the Add button for that list changes to a 
Remove button. 

3. If you realize you have made a mistake, click the corresponding Remove button 
to de-select a list. 

4. Once you have made all your list selections, close the window by clicking the X 
in the upper right corner of the Select a Contact from eContacts window or by 
clicking the Close window link at the bottom.  You will see the name of each list 
that you selected in the Recipient List box, with the number of  recipients in 
square brackets []. 

Removing a contact or contact list 
If you made a mistake and wish to remove a contact or list that you have already 
entered, click on the recipient or list in the Recipient List box to highlight it. Then 
click the Remove Recipient button. 

Section 2 – What would you like to fax? 
You must select a document to fax. You have two options: 

• Add a document or documents that are already stored on your computer. 
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• Manually enter a text message. 

 

Upload a file that is stored on your computer 
1. To upload a file that is stored on your computer, click on the Add Document 

button.  

2. Click the Browse button to select the document that you wish to fax.  

3. Once you have selected your document, it appears in the Select File: field. You 
must click Select to add it to your list of documents for faxing. It may take afew 
minutes to process.  

4. If you wish to add multiple documents, click Add Document again and repeat the 
process until you have added all the documents you want to fax. 

Note: The documents you add are faxed in the order in which they were added. If 
you also wish to add a plain text message, you can do so. It will be added as an 
extra page in addition to your document(s). The text message will be the first page 
of your fax.  

Add a Plain-Text Message 
To add a plain-text message, either on its own or in addition to a document that you 
have uploaded from your computer, do the following: 

1. Using Click on Add Plain-Text Message. The following window appears.  

2. Type your message in the box provided. If you enter something incorrectly, click 
the Reset button to clear the screen. 

3. Click Save. If you are not happy with the message you have created, you can 
clear the screen and begin again by clicking on Clear All.  
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Section 3 – Advanced Settings (Optional) 
If you want to use these features, click the Advanced Settings button to get started.  
A pop up window called “Advanced Settings” opens, with five sections that you can 
control: 

• Select Legal-Sized Paper 

• Add a Cover Page 

• Edit the “From” Field 

• Schedule a Date & Time 

• Add a Billing Code 

• Save the Fax Document 

Once you have made your selections, click Apply to return to the Web Fax user 
interface.  Click Reset only if you think you have made a mistake and wish to start 
over.  If you wish to return to the Web Fax user interface without changing any of the 
options in Advanced Settings, click the Close Window link. 

Paper Size 
By default, your fax is sent on standard 8.5 by 11 inch paper, as most receiving fax 
machines are configured to receive this size of paper. If you wish to change this to 
legal size paper (8.5 by 14 inches), select the Legal option. Note that this paper size 
applies only to attached documents, Manually-entered text is printed on regular size 
paper only. 

“From” Field 
If you wish to edit from whom the fax is being sent, you can do so on this screen, If 
you are using a cover page (see Cover Page below), the From field for that page takes 
precedence over this field. 

Cover Page 
On this page, you can choose to use a customized cover page. You can also indicate 
the fax status, such as Urgent, Review, Info, and so on. You can also add another 
Plain-Text Message here for your recipients to read. 

Schedule Date & Time 
By default, Web Fax sends your fax as soon as you submit it. However, you may 
want to have your fax sent at a later date and time. Use this screen to schedule an 
alternate delivery date and time. Note that the times used in scheduling a fax are 
Eastern Time (either Standard or Daylight Savings depending on the time of year).  

The Deliver Faxes Between option enables you to select a window of time during 
which the faxes will be sent. Remember that these times are Eastern (either Standard 
or Daylight Savings).  
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The Do Not Resume Past This Time option enables you ensure that when the 
scheduled end time has been reached, the broadcast will not resume when the start 
time comes around again. If this option is not selected, the fax broadcast will resume 
when the start time comes around again.   

Billing Code 
You can track fax deliveries against specific billing codes. This is very helpful for 
tracking expenses for accounting, billing, and invoicing purposes. If you wish to track 
a particular fax against a billing code, enter it on this screen.  

Save This Fax Document 
You can save your fax document for future use. Click in the checkbox if you wish to 
save the fax. Enter a name for the saved fax in the box below. Making this name as 
descriptive as possible makes it easier to retrieve it when you want to in the future. 
Remember that when you save the fax document, the list of recipients is saved as 
well. When you reuse the fax, you must remember to delete the recipient list and 
replace it with a new one (unless you want the fax to be resent to the original 
recipients). You can change the recipient list in the comment box. 

Once you are satisfied with the Advanced Settings for your Web Fax submission, 
click the Apply button. If you wish to remove all changes to the Advanced Settings, 
click the Reset Button.  

Clicking the Apply button takes you back to the original page with your list and 
document. 

Previewing your fax 
If the fax is being sent to more than 50 destinations, you can preview it before 
sending it. In order to preview the fax, click the Preview Attachment button before 
clicking the Send button. 

Sending your fax 
To send your fax, click the Send button. If the fax is going to more than one 
destination, the faxes are sent in the order that the destinations are listed. If the job 
encounters a number in the list that does not work, it will skip that number and go to 
the next one. Any numbers that can be redialed will be at the end of the session. 

If more than one document is attached to a fax, the documents are faxed in the order 
in which they were attached to the fax. 

Web Fax Processing 
Once your fax is submitted, the processing screen below is displayed advising of your 
tracking number. Protus recommends that you print this page for your records. Once 
your fax job is ready, it will appear in the Faxes in Progress report 

You can search on the Tracking Number. You also receive a confirmation message by 
email advising you of the success or failure of your fax.  
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On Line Reporting 
To view the status of your fax in real time, go to the Internet Fax Services Account 
page. Click Current Faxes to view a report on your faxes that are in progress. Click 
Fax History to view a report on previously sent faxes. 

If you encounter any difficulty or require further assistance, visit our Web Fax FAQs 
or call Customer Support toll free within North America at 1-866-669-3290 or 1-613-
260-6315 internationally. 
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