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Getting Started

Web Fax Merge is a Web-based Internet fax service designed for personalized fax
broadcasts, regardless of size. Your message is customized for each destination and
delivered using the reliable and secure Protus Fax service. Once your message is sent,
you can check the delivery status using our on-line web reporting.

Setting up an account

Before you can use Web Fax Merge, your Protus Account Executive will help you set
up a Web Fax Merge account.

Requirements
The following web browsers are officially supported by Web Fax Merge:

e Microsoft Internet Explorer 4.x, 5.X, 6.X
e Netscape Navigator 4.7x, 7.X

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

e SSL encryption at the 128-bit level or higher

e Tables

e Cookies

e RFC1867 support for multiple forms and file uploads
e Java Script

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

Logging In
Go to www.protus.com. Click on the Login link at the top of the page - this will take
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.
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Sending a New Web Fax Merge

To get ready to send a new Web Fax Merge, select the Web Fax link on Your Secure
User Site, or select Web Fax from the Services side-bar menu, then click the Web
Fax Merge — New link.

Web Fax Merge enables you to completely manage a merge fax broadcast through
your web browser. The Web Fax Merge user interface is broken down into four easy
to manage sections:

e Who are you sending your fax to?
e What would you like to fax?
e Advanced settings

e Place merge points on document

Who are you sending your fax to?

Here is where you provide the destinations for your faxes(s), by adding a recipient list
that is stored on your computer.

83 who are you sending your fax to?

Add your contact list from it's existing location required list format

My Computer

P Ensure that the first row (header row) of your .csv file contains the names of the merge fields you wish used within your document template. The
first three columns of the .csv file must be "faxnumber”, "to" and "id". These fields will not be used for your template. If you wish to include them
as merge fields please include them again using a different header.

For further clarification, download our sample.csv as a guideline.

This is a list that you created in a spreadsheet program such as Microsoft Excel saved
in CSV format. The list must meet the following:

e Comma-separated csv file

e First row is header, containing field names

e First three field names are: faxnumber, to and , id

e Subsequent fields are used as the merge fields

e No commas are used. Use of commas interferes with the merge points.

The “faxnumber” field holds the individual destination fax numbers, which must
begin with the country code. For North America, the country is 1. For example, to
represent the fax number 555-1234 in area code 613 in North America, the number
would be formatted as “16135551234”.

The “to” field contains the individual destination contact information that will appear
in the fax banner. Normally the individual’s name (for example, John Doe) would go
here,
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The “id” field enables you to set a unique identifier for each destination that will
appear in the broadcast history report, but not on the document itself.

Both the “to” and “id” fields may be left blank, but the fields themselves must exist,
with the field names in the header. Note: The first three fields, “faxnumber”,”to”,and
“id” can not be used as merge fields. If you wish to use the data in these fields in
your merge, you must create a new field containing the same information as your
merge field.

Note: The column names cannot have capital letters in them. Use only lower case
letters in the column names. There can be no spaces between the words — for
example, firstname not first name.

Sample Merge List

A B C D E
faxnumber to id mergel
16135551234 John Dow Company Mr. John Dow

Note that the id field was left blank in this example.

1. Once you have a list prepared and ready on your computer, click the My
Computer button. A window will pop up entitled Select a Contact List from My

Computer.
4} select a Contact List from My Computer - Microsoft Inte o ]

80 Select a Contact List from My Computer B

1. Click the “Browse" button to select an existing recipient list frorm your computer,
2. Locate and double-click the recipient list to whom vou would like to send vour fax,
3. Click the “Select™ button to select the recipient list and return to the main screen.,

Select List: Browse... Select

Close window

<

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

Changing arecipient list
If you made a mistake and wish to change a recipient list that you have already

entered, click the My Computer button again and select the correct list. The new list
replaces the previously selected one.

What would you like to fax?

This is where you select the document that you are faxing. Note that it is important
that you have left blank spaces in the document where you wish to place each merge
field. For example, you could enter Dear . The blank spaces indicate the
location for the individual names from your .csv files are merged into the fax.

%% what would you like to fax?

}  Add your document by clicking Add Document
(Masximum 10MB)

| Add Document |

1. Click Add Document. A window will pop up entitled Add a Document.

2. Click the Browse button to open the file selection browser on your computer, and
locate the document you wish to upload.

3. Click the Open button in the browser window to select the document. This will
close the browser window and return you to the Add a Document window.

4. The file path and name of the document file will appear in the “Select List:” box.
Click the Select button to load the document. The file name will appear in the
box above the Add Document button.

Advanced Settings (Optional)

If you want to use these features, click the Advanced Settings button to get started.
A popup window called “Advanced Settings” will open, with five settings that you
can control:

e Fax Image Resolution

e “From” Field (This field is defaulted on your account.)
e Schedule Date & Time

e Billing Code

e Save This Fax Document

Once you have made your selections, click Apply to return to the Web Fax Merge
user interface. Click Reset only if you think you have made a mistake and wish to
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5. Using the << and >> buttons, select the next Merge Point you wish to position,
and repeat the process. You can re-position each Merge Point as often as you
wish, until you are satisfied.

6. Once all the Merge Points are set, click Preview. This redisplays a sample of the
merged document as it will appear when faxed.

7. If you wish to reposition any of the Merge Points, click Re-Edit Merge Points to
be returned to the Merge Point Placement screen. You can repeat this process as
often as desired.

Sending your Web Fax Merge

Once you have placed your Merge Points, and have returned to the Web Fax Merge
User Interface, double-check that your Advanced Settings are set according to your
wishes, and click Send Merge Job. Your Web Fax Merge is now delivered
according to the specifications you provided. You see a confirmation screen
indicating that your Web Fax Merge was successfully loaded.
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Sending a Saved Web Fax Merge

If you have previously sent a Web Fax Merge, and you used the Advanced Settings to
save it and give it a name, you can re-load the same job with all the settings intact, for
reuse. This can be a huge timesaver, especially if you have many finicky merge
points.

1.

Select the Web Fax link on Your Secure User Site, or select Web Fax from the
Services side-bar menu, then click the Web Fax Merge — Saved link.

You will see a list of all jobs that you have saved in the past, listed by

Reference #, Broadcast Date, Description, and Billing Code. Click on the
reference number of the job you wish to restore. The Web Fax Merge interface
appears, with the list and document fields already populated. Note that the Place
Merge Points button is missing.

If you are using a saved document, but changing the list, ensure that the header
names in your new list are the same as the original list used.

If desired, change the list to which you are sending, by loading the new list using
the My Computer button. Ensure that the new list has all the same fields as the
old one did, or you might get unpredictable results.

You can also change the Advanced Settings as required.

5. One thing you cannot change is the Merge Point placements. If you need to re-

6.

position the Merge Points, follow the procedure for creating a New Merge Fax.
Always click Preview to confirm the location of your merge points in your
document before sending the fax. .

When you are ready to send the Web Fax Merge, click Send Merge Job.

Deleting a saved Web Fax Merge

1.

While the list of Saved Web Fax Merge jobs is displayed, check the box beside
each job you wish to delete.

2. Click Delete Selected Items. You see a confirmation message.

If you are certain you wish to do so, click OK; otherwise click Cancel. Deleted
jobs are completely removed from the system and cannot be restored.
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Reporting on a Web Fax Merge

A number of reports are provided as part of the Web Fax Merge service. Emails are
sent confirming submission of a fax broadcast (including Web Fax Merge), as well as
notifying of completion, including detailed results. On-line reports are available
showing the status of a fax broadcast in progress, as well as a historical summary of
past broadcasts.

Email reports
Two types of reports are available by email:

Confirmation report

Completion report

Confirmation report

The Fax Broadcast Confirmation report is an email that is sent to you, indicating that
the system has successfully received the broadcast that you submitted. It provides
details identifying the job, including the following:

Customer information including phone number
Reference No. identifying the fax broadcast

Billing Code entered when broadcast was submitted
Total Destinations to which the broadcast is going

Estimated Cost of the broadcast, including applicable taxes

Completion report

The Fax Broadcast Completion report is an email that is sent to you, providing final
results of the broadcast, and includes attached files with details of the individual
successful and failed calls. It includes the following details:

Customer User ID

Reference No. identifying the fax broadcast

Billing Code entered when broadcast was submitted

Completed At — timestamp indicating when the broadcast completed
Total Destinations to which the broadcast was sent

Successful Destinations count

Failed Destinations count

Cost of the broadcast including applicable taxes
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Online reports
Two types of reports are available online:
e [Fax broadcast in progress report

e [Fax broadcast history report

Faxes in progress report

The Fax broadcast in progress report provides real-time status information on a
current broadcast, including the following information:

e Ref No - the reference number identifying the fax broadcast
e Received - the date and time the broadcast was received by the system

e Scheduled — the date and time the broadcast was scheduled for delivery (if
unscheduled, shows 12:00:00 AM)

e #Faxes — the total number of destinations

e #Success — the current number of destinations that have succeeded

e #Failed — the current number of destinations that have failed

e Pages — the number of pages per fax destination

e Billing Code - the billing code that was submitted with the broadcast
See the sample below:

Faxes in Progress

Click here for current faxes definitions.
Click here for print instructions or hold down the Ctrl key and press the P key to bring up the print dialog windaw,
Download this report to file.

|- 63844129 12/17/2004 10:55:29 AM  12:00:00 AM 3 u} u} Frn:ABC Thingarnajigs 1 ABC Grand Cpening

Cancel Selected Broadcast(s) |

This tool provides a status report of the faxes being processed.

1. Choose the type of fax status report vou would like from the following dropdown list:
|Elroadu:ast [sentto more than one recipient) j

2. Select the proper filter type if you wish to filter your report by Fax Number or Billing Code:
|Allfaxest0 a fax numberj

3. This field is not mandatary. Depending an your choice abave, enter either the fax number of the recipient or billing code:

Create Report |

Viewing the Fax Broadcast in Progress report

1. On the sidebar menu, highlight Reports. A second level menu appears with all
the available online reports.
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2. Click on the menu item Faxes in Progress. The Faxes in Progress page appears.
Under “Choose the type of fax status report...” select “Broadcast”.

4. Click Create Report. The page refreshes, showing currently available
information.

Updating the Faxes in Progress report
Click Create Report. The page refreshes, showing currently available information.

Filtering for a specific billing code
1. Type the billing code on which you wish to filter in the available box.

2. Click Create Report. The page refreshes, showing available information only
for fax broadcasts that match the specified billing code.

Resubmitting a Credit Hold broadcast

Occasionally, you may submit a Web Fax Merge request, but your account does not
have sufficient funds in it to complete the request. The request is then placed on
Credit Hold. Once you have added more funds to your account, you can then use the
resubmit Credit Hold Broadcast option to resubmit your request.

1. On the Faxes in Progress page, check the time at which the request was originally
scheduled.

2. If this time has not already past, click the Resubmit ‘Credit Hold’ Broadcast(s)
button. The broadcast will proceed as planned.

3. If the time for the broadcast to start has already passed, you must select the fax
using the checkbox.

4. Click the Cancel Selected Broadcast(s) button. You must then reschedule your
broadcast as a new request.

Canceling a Fax Broadcast

Under some circumstances, it can be possible to cancel part or all of a broadcast in
progress. If there are still some destinations that have not yet been queued for final
delivery, those destinations can be cancelled. If the broadcast is scheduled and has
not yet been released for delivery, then the entire broadcast can be cancelled. Any
destinations that have already been queued for final delivery cannot be cancelled,
even though they have not yet been delivered.

1. Check the box beside each broadcast that you wish to cancel.

2. Click Cancel Selected Broadcasts. If possible, part or all the broadcast is
cancelled before it is delivered.
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Fax History report

The Fax History report provides summary information about past broadcasts that
have already been completed, accessible by date. It includes the following
information:

e Ref No - the reference number identifying the fax broadcast

e Received - the date and time the broadcast was received by the system

e Scheduled - the date and time the broadcast was scheduled to be released
e Delivered — the date and time the broadcast completed delivery

e Pages — the number of pages per fax destination

e #Success — the actual number of destinations that have succeeded

e #Failed — the actual number of destinations that have failed

e Bill Code - the billing code that was submitted with the broadcast
Fax History

Click here for fax history definitions.
Click here for print instructions or hold down the Ctrl key and press the P key to bring up the print dialog window,
Download this report to file.

The report can be sarted by category by clicking on the column header.

Recewed(EST) Scheduled{EST) |Delivered{EST) #Failed [Bill Code

63844129 12/17/2004 10:55:29 AM Mot Scheduled 12/17/2004 11:13:13 aM 1 ABC Grand Cpening

This tool provides a transmission report of the faxes completed on a specific day {or month}.

1. Choose the type of fax status report vou would like from the following dropdown list:
|Outbound Fax - Broadcast (sentto mare than one recipient) =

2. Select the proper filter type if you wish to filter your report:
|AII fexes to a hilling code j

3. This field is not mandatory to Create an On-Line Report, but must be completed to Resend a Completion Report, Depending on vour
choice above, enter either the fax number, billing code or reference number:

4, Please select the report period of your completed faxes.
(To view an entire month, specify the month and select 'All" for Day):

Monm:lDecembeerav:lﬂj

Create Report |

Viewing the Fax History report

1. On the sidebar menu, highlight Reports. A second level menu appears with all
the available online reports.

2. Click on the menu item Fax History. The Fax History page appears.

3. Select the Month and Day for which you wish to view reports, using the
dropdown menus provided. Select All for Day if you wish to view an entire
month.
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4. Click Create Report. The page refreshes, showing the history reports for the
date or month selected.

Filtering for a specific billing code
1. Type in the billing code on which you wish to filter, in the available box.

2. Click Create Report. The page refreshes, showing the history reports for the
date or month selected for fax broadcasts that match the specified billing code.
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About Protus

Protus IP Solutions — a high-growth application service provider — offers value-added voice, email and fax messaging
services to businesses around the world. Qur customers are involved in every industry sector, including finance,
insurance, real estate, pharmaceuticals and retail. Whether they use our services across the company or for key
operational requirements, our customers rely on Protus to simplify their voice, email and fax communications.

We help them reach customers more effectively, process documents more efficiently, and access information with
greater speed. Protus solutions are sold both directly and through a network of worldwide partners, including major
service providers.

PROTUS Internet-Based Messaging Solutions for Business
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www.protus.com Toll-free: 1-888-733-0000 | (613) 733-0000 | Email: sales@protus.com

© 2004 Protus IP Solutions. All rights reserved. Protus, Virtual Fax, My Fax are trademarks of Protus IP Solutions. Other trademarks
referenced in this document are the property of their respective owners. Customers are solely responsible for ensuring regulatory compliance.
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