Captaris RightFax For MOST

12/01/2010

Reform12
Vnekrr Uyjast Seamning Tesimnslg)

< Captaris
RightFax

Reform12 1



Captaris RightFax For MOST 2

Table of Contents

SYSTEM REQUITEMENTS ..ottt 3
Hardware REQUIrEMENTES ... ettt e e e e s e e e e e e e e e e e e e e e e sennnennees 3
Other REQUINEMENTES ...ttt re e e e et re e e e e e e s e aetr e e e e e e e e e snnnnenneeaaeeas 3
INSTAIATION 1ot e et e s st e e s e ar e e s s b e e e senraeeeeans 3
Importing RightFax Screens into MOST ......ouiiei i 5
Global Variables SETUP .....uuiiiiieie e e e e e e e e 5
Setting up DSN Database CoNNECLION......cciii i 6
RightFax Connection Test Utility and SETUP ...oeevieiieecciiieeeee e 11
MOST RightFax MONItOr SEIVICE ...uvviiiii et e et e e e e e e e e e s raraee e e e e e eeaaes 13
Adding RightFax USers tO IMOST ... e e e e e e e e e s ennenees 15
MOST RightFax TULOAl ..cceeeieiiiiieeee et e e e e e e e e e s e e e e e e e enes 17

< Captari
form12 sy



Captaris RightFax For MOST

System Requirements
Reform 12 Enterprise or Reform 12 PDC
RightFax Plugin

Most Plugin

e For Evaluation and Demonstration: Windows XP, Windows 2003 Server,
Windows Vista, Windows 7 or Windows 2008 Server (64 Bit Operating Systems are
Supported)

e For Production Systems: Windows 2003 Server or Windows 2008 Server (64 Bit
Operating Systems are Supported)

All required Reform software downloads can be found at www.fabsoft.com >>

Downloads section.

Hardware Requirements

Please reference both the RightFax Plugin Documentation and MOST Documentation
regarding Hardware Requirements.

Other Requirements
e MOST and RightFax plugins must be configured before installing.
e RightFax Util must be installed and operational.

Installation
To install Most-RightFax to your existing Reform 12 installation, you will need to
download and run the MOST-RightFax installation executable.

Step through the prompts, and the installation will begin.

The default installation directory for Reform 12 and its plugins is C:\Program
Files\Reform...\. If you have changed the path during the Reform installation routine,
or if you are using a 64 bit operating system, please refer to the appropriate path
instead of the default one referenced throughout this documentation.

After the installation, open the MOST Manager by going to
Start>Programs>Reform...>MOST>Manager. The MOST Manager should be restarted
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(if running) as it requires newly added files to be loaded upon startup. Press the red

Stop button and then the green Start button to do so.

() |
Fle  Edit Tools ‘Window  Help
LR =44
Log | Stats
= Connections Date Timne Status -
k5250300187 9/24/2009  4:4354PM  Login complets
L36E5300347 9/24/2003 4:4354 Pt Sending file to client: Logout. bmp
9/24,/2009 4:43:54 P Sending file to client: Logout. brmp
9/24/2003 4:4354 Pt Sending file to client: Logout. bmp
/24,2003 44354 P Activating cached uger data
9/24/2009 44354 PM Authentication successful
/24,2008 44354 P Authenticating uger: tutorial
9/24/2003 4:4353PM  Login startted
9/24/2009 4:41:58 P Logout
9/24/2009 4:40:24 P Login complete
[ - | 9/24/2003 4:40:24 PM Sending file to client: Logout. bmp y
Conmection Information 9/24,/2009 4:400:24 P Sending file to client: Logout. brmp
9/24/2003 4:40:23PM  Sending file to client: Logout. bmp
Serial  tomvpc? 9/24/2009 4:40:23PM  Sending user data
. 9/24/2003 4:40:23 P Authentication successful
IF: 192188081 3242003 44022PM  Autherficating user: tutorial
Alias:  [Mone) 9/24/2003 4:40:22PM  Login startted
- 9/24/2009 439346 P Authentication failed n
Login:  [Maone) < s
Started

The Reform Spooler Service must also be restarted. Open up the Spooler by going to
Start>Programs>Reform..>Spooler. Click the Refresh button or the red stop button and

then the blue start button.

[@l Reform12 Spooler, Monitor - Unicode - Unregistered Version

File Action Log Help

Forms Process Results

| Faorm Mame Description FEEocoo

Start Service Account:  fabsoft@Fabsoft.net
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Importing RightFax Screens into MOST

We need to import the MOST screens for RightFax. To do so, go to
Start>Programs>Reform...>MOST-RightFax>Install MOST Screens

ﬁ Install MCST screens _“

j: Iser Manual J

G Reform, B MOST-RightFas

" RightFax FaxUti

If not currently open, you will notice that the MOST Designer appear. When prompted
if you want to import RightFax into MOST, click Yes.

\':_:/ Import RightFax inka MOST?

Leave the MOST Designer open as it will be used later in the tutorial.
Global Variables Setup

We must setup the Global Variables required for MOST and RightFax to Communicate.
If the MOST Designer is not already open, go to Start>Programs>
Reform...>MOST>Designer to start it.

In MOST Designer, Go to Data>Global Variables

& MOST Designer

File  Edit  Wiew |Data I Tools  Window — Help
BN P | i g | Users and Groups. ..

Collections. ..

Global Varisbles. ..

b Advanced Search

Skatic Data. ..

¥ Edit Data Lisplay Properties. ..

¥ LogOut Proximity Card Data. ..

Select each variable and enter the correct value, then click Update.
RFAdminPassword = Your RightFax Administrator Password
RFAdminUserID = Your RightFax Administrator UserName
RFProxyAutoDetect = TRUE

RFProxyUsername = The Proxy UserName

/ .
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RFServerName = Your RightFax server name
RFSQLPassword = Your RightFax SQL Password
RFSQLUserName = Your RightFax SQL UserName
RFUseRightFaxQueueSpooler=TRUE

[T - || GicbalVarisbles” |

¥ Advanced Search

— Global Variables

¥ Edit Data
| Encrpt [ Wariable | Walue |
¥ Log Out RF&dminPassword e
O RFadminU zer D Administrator Username
P Preview O FFFroxpdutoDetect TRUE
O FiFFroxpll zemame Prowy Uzermame
b Process O RFServemame RightFax Server
RFSOLPassword s
b Process Al O RFSOLUzerMame S0AL Username
O FFUseRightFaxtueu...  TRUE
» Frocess Data
» Pull Data
» Reset Data

b Save ToGlobal

¥ Smart Search

- CheckBox Objects

¥ CheckBox

» Enable/Dizable

- ComboB ox Dbjects
» ComboBox
P Scan Setting \ariable: I o — |

- Image Objects

Walue: I

F Image

- Label Objects

Once complete, click the save icon =l in the Toolbar.

**If Windows/NT Authentication is being used in RightFax, it should also be used in
MOST. Ifitis not being used, each MOST User has to have an account that matches the
RightFax account. Below is an example of adding a RightFax User to MOST in order to
authenticate to RightFax.**

Setting up DSN Database Connection

There must be a System DSN called “RightFax” in the ODBC Data Source Administrator.
You can use the SQL Username and Password authentication or the Windows/NT
Authentication. This will require that the SQL server hosting the RightFax database be
configured to allow such an authentication scheme.

Instructions on how to setup the DSN will be displayed if Test 5 fails.

T
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RightFax Connection Test Utility E3

@ Instructions Far creating the required DSM connection to connect to RightFax Enterprise:

Prerequisites: The SOL server that RighFax Enterprise is utilizing will need QL UsernamefPassword authentication
enabled and configured before we can continue. Please make sure vou've enabled SQL UsernamefPassword
authentication, created a new account For our DSK {make note of the account vou've created), and assigned
database administrative access to the new account that an integrated secority account is normally allowed on the
RightFax database,

1. From the Start Menu, click "Start’ - = 'Cantrol Panel' - = ‘Administrative Tools' -> 'Data Sources (ODEC),
2. Select the 'System DSM' tab From the dialag and click the 'add' buttan,
3. Select your database type (usually 'SQL Server' by default) and click the 'Finish' butkan.

4, In the next screen, bype RightFax' For the name property, and select wour RightFax 0L server location From the
server dropdown lisk, & description is optional on this screen,

5. On the next screen, select "With SQL Server authentication using a login ID and password entered by the user,' For
the authentication option. Fill in the 'Lagin ID' and 'Password’ Fields with the account vou created From the
prerequisite requirernent,

6. On the next screen, enable the 'Change the default database to:' checkbox and select ‘RightFax' from the
dropdown list, Leave the other options as they are by default, and click the Mext =' button,

7. 0n the last screen, leave the setkings as they are by default, and click the 'Finish' button,

&. At the confirmation dialog, please click the 'Test Data Source. ' bukton and confirm that vour DSM has been setup
and configured correctly, otherwise please go back and correct any errors, Cnce the data source test is successful,
please click 'Ok, exit the ODBC Data Source Administratar, and retry this connection test utility to ensure that all
reguirements have been met,

1. Go to Start> Control Panel> Administrative Tools> Data Sources ODBC
2. Select System DSN tab and click the Add button.

£10DBC Data Source Administrator

User DM Systern DSH fFile DSNI Driversl Tracingl Connection F'-:olingl About I

Swystem Data Sources:

M arne Diriver | Add... |

iFaMontorllatabource: SOL Server
Eemove |

Confiaure...

An ODBC System data source stores infarmation about how o connect to
the indicated data provider, & Spstem data zource iz wisible to all ugers
o thiz machine, including NT services.

0k I Cancel Bpply Help

3. Select SQL Server and click Finish.

form 12 Captaris
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RightFax Connection Test Utility x|

(X

Instrurtinns For rreatinn Hhe reanived DSM ronneckinn bn ronneck b RinhtFay Frkernvise:
"1 DDBC Data Source Administrator

Prere uthentication
enta':: (IBl Create New Data Source [ X}
aul
data
Righl Select a driver for which pou want to get up a data source.
1, Fr Name [ -]
2 5 Microsoft ODBC for Oracle 2.
' Microzoft Paradox Driver [*.db ]
3 e Microzsoft Parados-Treiber [*.db |
Microzoft Test Driver [ txt; .cav)
4. In Microsoft Test-Treiber [* tt: " cav) the
e Microzoft Visual FoxPro Driver
Microsoft Visual FoxPro-Treiber
5 Q1 SOL Mative Client ' Far
the £ 5 ar
prer:
6, Qi
drop
el
g, At tup
and < Back I Finizh I Cancel Ful,
plea:
requ.

QK |

4. On the next screen, type RightFax for the name property, and select your
RightFax SQL server from the dropdown list. If the RightFax server is not on the
list, type in your RightFax server name.

RightFax Connection Test Utility | X|

X

Prere
enat
auth
dats
Right

Instrictinns Far rreakinn the rennired RSK -nnnectinn o canneck bo RinhtFAx Fokerorise:
#" DDBC Data Source Administrator

User OGN Spstem DSN I File DSM | Drivers | Tracing | Cornection Pocling | Abaut |

P

Microsoft SOL Server DSN Configuration

connect to SAL Server.

This wizard will help you create an ODBC data source that you can use to

WWihat name do pou want to use to refer to the data source?

uthentication
ssword
ssignied
owed on the

How do you want to describe the data source?

Description: I

Wwihich SOL Server do you want bo connect to?

Server: Ifs-rightfax

Firish I Nest » | Cancel |

Help |

5. Depending on your environment, you can use Windows NT Authentication or the
SQL Server authentication. For the tutorial we will show you both.

form12
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6. A) Using SQL Server Authentication
Select With SQL Server authentication.., Check Connect to SQL Server to obtain

default settings for the additional configuration options and enter your SQL login
ID and password. Click Next.

Create a New Data Source to SOL Server |

How zhould SOL Server venfy the authenticity of the login [D?

£ wfith Windows MT authentication uzing the network login (D,

< With 5L Server authentication using a login 1D and password
entered by the user.

Ta chanage the network library used to communicate with SOL Server,
click Client Configuration.

Client Configuration. ..

Connect to SOL Server to obtain default settings for the
o =010 A | -
iadditional configuration options.

Login 1D Isa

P ]

Password: I

< Back I Mewt > I Cancel Help

B) Using Windows NT authentication
Select With Windows NT authentication..Click Next.

Create a Mew Data Source to SQL Server

How should SCIL Server werify the authenticity of the login [D?

f* Wwith "Windows NT authentication uzsing the network lagin (D).

Wwith SOL Server authentication wuzsing a login ID and paszword
entered by the uzer,

To change the network, librany uzed to communicate with SOL Server,
click Client Canfiguratian,

Client Configuration. ..

r LConnect ta SGIL Server to obtain default settings far the
additional configuration ophions.

Lagiry D ISa

e

Password: I

< Back I Hest » I Cancel | Help |

7. Check, Change the default database to the RightFax database. Click Next.

form 12 < Captaris
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RightFax Connection Test Ukility x|

@ Inskriickinns For creatinn the reanired DS/ conneckinon bn ronneck Fo RinhkFAy Frkernrisq:

#"0DBC Data Source Administrator
Prere uthentication

enak oo psN Swstem DSN I File DSM I Driversl Tracingl Connection F'oolingl About I sst:\lord
auth ssigned
data co e e owed on the
=L Microsoft SOL Server DSN Configuration
1. Fr 1 = v

¥ Change the default databaze to:
2.5 =~
3. 5 [~ Attach database filename:
4. In I
e

" [reate temparary stored procedures for prepared SOL statemerts
5. 01 and|drop the stored procedures:
the &
prere & Orly when you disconnect,

wWwhen you dizconnect and|as apprapriate while you are
-] - connected!
drop v Use AMSI quoted identifiers.
7o V' Use AMSI nullz, paddings and warnings.
= r |Uze the falaver SHL Server if the primary SEL Senver is not
g A — availatle.
and
plea:
[ Tm—
< Back I Mest » I Cancel Help

8. On the next screen, click Finish.

Create a New Data Source to S{L Server E |
[T Change the language of SEL Server systemn messages bod

| Engiish [~

[ Usze strong encryption for data

¥ Perform translation for character data

I ze regional zettings when outputting currency, numbers, dates and
r times.

[~ Save lang running queries ta the lag file:

IEZ"\DDEUMEN1"-.EHH|STN1"-.LDD':".LSN-II'»TEI'I'ID"-.QU Browse... |
Long query time [millizeconds): |3[||:||:||:|

[T Log ODEC driver statistics to the log file:

|E:‘-.DEIELIME”1HEHF|IST”1‘-.LEIE.E‘-.LS”HTemp“-.ST Erawse,.. |
¢ Back I Finizh I Cancel | Help |

¢ Captari
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RightFax Connection Test Utility and Setup

This included Connection Test Utility is used to check the integrity of various settings
when setting up a MOST server to work together with RightFax. It checks several
settings to make sure that they are configured properly. If there is some kind of issue
with the MOST and RightFax servers communicating, this utility can be used to isolate a
problem and fixing it.

To run the RightFax Connection Test Utility: Start>Programs>Reform...>MOST-
RightFax>Connection Test

Keep in mind that this Connection Test Utility is only intended for workflows that are
using RightFax integration together with MOST.

RightFax Connection Test Utility =] B3
Thiz wtility will ket minimum reguirements far connecting to a RightFax server from the FabSaft MOST product.
1. Important Motes / Softveare Requirements | Thank you for reading the important notes,
2 Walidate MOST Global W ariables | Successfully confirmed all MOST global wariables are configured,
3 Ping UMC Share to RightFax Server | Successfully located UMC path,
4. Test Connection to RightFax Server AP | Successfully connected to RightFax &P
B | Test RightFax DSM Database Connection I Successfully made test call to RightFax SOL database.

1. Displays some information that should be read before proceeding.

2. Checks to see that you have correctly set the necessary Global Variables from
within the MOST Designer application.

3. Verifies that you are able to write to the shared directory on the RightFax Server
where fax jobs are sent.

4. Checks to make sure that a connection can be established between the MOST
server and the RightFax server.

5. Checks the integrity of the connection between the MOST server and the
RightFax database.

Go to Start>Programs>Reform...> RightFax>Connection Test

=
V o
y

fOl'm 12 F Captaris
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RightFax Connection Test Utility =l
This utility will test minimum requirementz for connecting to a RightFax server from the FabSoft MOST product.
1. | Important Motes # Software Bequirements I Fleaze Read Mates.
2 Yalidate MEET Global Varnables | Pending Test.
3 Fing UHIE Share ta BightEay Server | Pending Test.
4. Test Connection to HightFas Server AP | Pending Test.
) Test BiaghtFar DSH Database Conmestion | Pending Test.

Test #2 Global Variable Validation — If the message below occurs, go back to the
previous section to make sure the Global Variables are set correctly.

RightFax Connection Test Ukility 1 = [

Thiz utility will test minimum requirements for connecting to a RightFax server from the FabSaft MOST product.

1 o N P S I o P [ R I L PSR N | HU NN U S

RightFax Connection Test Utility

@ Reason for Failed global variable validation: 'RFServerMame’ global variable in MOST Designer is either blank or
missing.

2 [ Yalidate MOST Global Variables ] Succeszully confirmed all MOST global waniables are configured.

Test 3 & 4 should passed without additional input from the user.

Test 5 If the message below occurs, go back to the previous section to make sure the
DSN are set correctly.

/ .
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RightFax Connection Test Utility B

(%)

Instructions For creating the required DS connection o connect to RightFax Enterprise:

Prerequisites: The SQL server that RighFax Enterprise is utilizing will need SQL Username)Passward authentication
enabled and configured before we can continue, FPlease make sure vou've enabled SQL Username/Passward
authentication, created a new account For our DSK {make note of the account you've created), and assigned
database administrative access ko the new account that an integrated security account is normally allowed on the
RightFax database.

1. From the Skart Menu, click 'Skart’ - = 'Control Panel' - = ‘Administrative Tools' - > ‘Data Sources (ODBC),
2, Select the 'System DSM' tab Ffrom the dialog and click the 'Add’ button,
3. Select your database type {usually 'SQL Server' by default) and click the 'Finish' button,

4, In the next screen, type ‘RightFax' for the name property, and select your RightFax SQL server location from the
server dropdown list, & description is optional on this screen.

5. On the next screen, select "With SQL Server authentication using a login ID and password entered by the user,' For
the authentication aption. Fill in the ‘Login ID' and 'Password' fields with the account vou created from the
prerequisite requirement,

6, On the next screen, enable the 'Change the default database to:' checkbox and select 'RightFax' from the
dropdown list. Leave the other aptions as they are by default, and click the 'Mext =' buttan,

7. On the last screen, leave the settings as they are by default, and click the 'Finish' button,

. At the confirmation dialog, please click the 'Test Data Source...' button and confirm that your DSN has been setup
and configured correctly, otherwise please go back and correct any errors, Once the data source kest is successful,
please click 'Ok, exit the ODBC Data Source Adminiskrator, and retry this connection test utility to ensure that all
requirements have been met.

To make all the changes take effect at the Server, the MOST Manager must be restarted.
Please Stop the MOST Manager and then Start it. Note: If you are using the
Windows/NT Authentication you’re MOST service should be running under the same

account.

™ MOST Manager

File Edt Tools ‘indow Help

E B

b [m]| % = &
Log | Stats
= Connections Date Time Status i
L3BRE3N347 9/22/2003  121402PM  Log out
Manager 9/22/2003 1212588 PM  Sending file to client: Logout.bmp
MFP-& §/22/2009 1212588 PM  Sending file to client: Logout.bmp

9/22/2003 1212588 PM  Sending file to client: Logout.bmp
9/22/2003 1212588 PM  Sending file to client: Logout.bmp
9/22/2009 121258 PM  Sending file to client: Logout.bmp
9/22/2009 1212.57 PM  Sending file to client: Logout.bmp
b Sending np
9/22/2009 121255 P Sending file to client: Save.bmp
9/22/2003 121255 PM  Sending file to client: Logout.bmp
9/22/2009 121255 PM  Sending file to client: Save.bmp
9/22/2009 121253PM  Login complete
9/22/2003 1212:53PM  Sending file to client: Logout.bmp
9/22/2003 1212:53PM  Sending file to client: Logout.bmp

MOST RightFax Monitor Service

The RM-RightFax Monitor service is installed with the MOST-RightFax installation. You
can verify that the service is installed and running by going to Services in Administrative
Tools (Control Panel) or by going to Start>Run and typing services.msc.

%Remwable Skorage

Manages a... Manual Local Syskem
Enables s, [Manual Liocal Tyvstem

nikar ‘efarm Rig... Aukomatic

Routing and Remaote Access Offers rauk, ., Disabled Local Syskem

%Secundary Logon

Enables st...  Started Aukomatic Local Swskem

form12 < Captars

J



Captaris RightFax For MOST 14

This service installs as a local system account by default and is recommended to have
local administrative rights to function properly. Depending on your environment, you
may need to change the login account for this service to an administrative account.
Note: If you are using the Windows/NT Authentication for your DSN connection your
MOST service should be running under the same account.

To change the service Log On, right click on the service and go to Properties.

. -RightFaz: Mor [ Reform Rig... Automatic
%Routing and Rernc ;tmi Cffers raut. .. Disabled Local Swstem
% Secondary Logon BElIEE Enables st,,,  Started Aukomatic Local Swskem J
%Securitv Accounts Re;ume The starbu.,.  Started Aukomatic Local Swskem
Server o — Supports fil,..  Started Autornatic Local Swstem
%Shell Hardware De ——————— Provides n...  Started Automatic Local System
% Smark Card All Tasks L Manages a... Tarual Local Service
%Special adminiskra Refrash Allows adm. .. ranual Local System
Bacol Server (FaMO - Provides sk, Skarked A karnakic Metwinrk 5. .. ;I

Helm | |

Next, go to the Log On tab and use the browse button to search for an account that has
administrative access. Fill in the rest of the credentials and click OK. You will be notified
that the service has to be restarted for the changes to take effect. Please restart the
service by stopping it and then starting it back up. Once started, you can close the

services window.
RM_RightFAX_Monitor Properties {Local Computer)

" General Fleu:u:w'eryl Dependenciesl

Log on as;

T Local System account

[T dllow service o interact with deskiop

% Thiz account: Browse. .
Pazzward: sessesEERRRRREY
Canfirmn pazzwaord: SNBSS REBREEEE

Help me configure uger account log on options.

0K I Cahcel Apply

form12 < Captars
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Adding RightFax users to MOST

As an example of adding RightFax users to MOST, we want to add the user administrator
to the MOST Users and Groups.. In the MOST Designer, go to Data>Users and Groups

& MOST Designer
File  Edit  YWiew

- e

b Advanced Search

b Edit Data

F Log Out

Data | Jools  Window

Help

| Users and Groups. ..

Collections. ..

Global Wariables. ..
Skakic Data. ..

Display Properties. ..
Proxinity Card Data...

xxxxxxxx

P azsword

If using Windows/NT Authentication on both MOST and RightFax, proceed to Step B.

A. Click the Add button.

» EditData

» LogOut

P Preview

b Process

b Process Al

P Process Data
» Pull Dats

P Reset Data

» Save ToGlobal

» Smart Search

- CheckBox Objects

b CheckBox

} Enable/Dizable

Uszerz/Groups

demo
[=)- Groups
Damain Users

Add

Settings

Login Timeout:
Colar:
Compression:
Drensity:

Resolution:

Callections

Awailable Collections:

Enter the user’s RightFax information. The Username is their RightFax Username. Their
Password is their RightFax Password. Click Add once complete.

form12
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Add User or Group E|
Local User | Local Group
Uszer Info
Usermame; Iadministratol |
Firzt Mame: Iadministratol I
Last Mame: |administrator I
Email &ddress: |I:Iminisllatnr@administratol.cnm |
Horme Folder: |c:'\Temp | E]
Fazzword
Enter password: |’"““‘ I
Confirm pazsward: |""”’1 |
| add ||| cancel
Select Domain Users
_ IJzerz/Groups
b EditData
b Log Out dema
[=)- Group
B Preview
b Process

After adding the user administrator or Domain Users, highlight RightFax from the
Available Collections and click the right arrow button to make that collection available
for administrator or LDAP users.

Click on the Save icon =l and close the Designer window.

< Captari
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MOST RightFax Tutorial

(Go to http://www.fabsoft.com/products/most/MOSTRightFax.html to view the MOSTRightFax demo
video)

In this tutorial, we are going to show how MOST integrates with RightFax.

1. Login to MOST at an MFP or use MOST Desktop (Start > Program >
Reform...>MOST>Misc>MFP Emulator) using the following credentials if you
created the administrator user. If not, login using NT Authentication(LDAP) but
make sure your RightFax server is also using the same username and password.

Click Log In.

File

FapSoEr
Mo ardll BIECT, SEFT Ty Echnol oGy

www.fabsoft.com

adninistrator| ‘

EEEt] ‘ Log In |

Remember Me

Username:

Password:

B2009 FabSoft v2.2.90826.622

2. Make sure you are on the RightFax Screen. First thing we want to do is go to the
add contacts tab. On the left, click on Add PB tab and fill out fields with the
following information.

Name: John Doe

Company: Xyz Inc.

Fax Number: Enter a valid fax number

Verify Fax: Enter the same fax number entered above
Phone Number: 9071234567

City/State: Cedar Grove/NJ

With the information filled out, Click the “Add to PhoneBook” button.

< Captaris
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RizghtFax

Lookup

Name:|| John Doe Address: |:|
Compary | ¥z Irc. Citv/State:| Cedar Grove/N.

Phone MNumber:| 907123456

Mara |

I

Status

‘ ‘ Fax Nurbers| 22222 |
‘ 4dd PR ‘
Yerify Fax:|22222
‘ Edit B ‘
Group: | |
‘ Del PB ‘
a Log Out Reset Add to Phorebook

3. On the left, click on Lookup tab. Select the contact you just added from the
listbox and click on Add Recipient button to populate the Recipients box.

RizhtFax I Adinin

Faxbook Leave the search blank to list all contacts
Jermaine Joel 123456787 -
Lookup Farbook
\ axbool
Jessica Provol 9731234567
‘ Harua | ‘
] Speed Dial
‘ Status ‘ Lovely Lim 723 -
‘ idd PE ‘ 4dd Recipient v Remove Recipie... H Manual Fax M... ‘ Lorg Distance
Reoipients Billing Code:
‘ Edit PB ‘ | ‘
‘ Del FB
Hotes:
|Important finnouncemert | ‘
a Log Out Reset Send Fax

4. You will notice that Recipients have been populated with the fax book entry you
have chosen. Now, on the Notes field type in Important Announcement! and
click Send Fax.
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RightFax I Admin

Faxbook

Leave the search blank to list all contacts

Jermaine Joel 123456787 -
Lookup Eenbaak
Jessica Provol 9731234567 wioeo
Hanua| John Doe 22092
‘ e ‘ Lovely Lim 728 - sse) Dl
‘ add PB ‘ ‘ #dd Recipient w ‘ Remove Recipie... H Harwal Fax N... ‘ LcIJnngistance
Recinlents Billing Code:
‘ Fiit PB ‘ John Doe 22222 | |
‘ Del PB ‘
Notes:
Ilmportant Anrouncement | |
a Log Out Reset Send Fax

5. We also want to send another faxing using the Manual tab. Here, you can
manually send a single fax. On the left, click on the Manual tab and fill out the

fields. Click on Send Fax button.

File

RightFax I Adnin

Lookup

Harua | Name:l Larry brmel
Billing Code:

Add PR

Edit PB Notes:lNews Letter]

Del PB

Fax Number:" 701

a Log Out

Reset

L&

Send Fax

6. Wait a moment and then click on Status on the left hand side to view the

statuses of the two faxes you have just sent.

form12
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File

RightFax I Admin

I:‘Prin’[ History Print Fax Images: First Page Only ‘ '|
Lookup .
To Time Status
Wanual John Doe 8/22/2008 B:41:04 PH o
Larry Arnel 9/22/2009 5:40:58 PM 0K

Status

Edit PE

Del PE

‘ Add PB ‘

-

a Log Out | Print

7. Select one of your documents from the list. You also have an option if you just
want to see the first page of the fax document or all pages and an option to print
the transmission history of the document using the “Print History” checkbox.
Click on Print. The first page will print the status of your fax followed by your
document.

8. Next we will edit the contact “John Doe” which we had created. On the left Click
on Edit PB, and select the contact to be edited. We will edit the following fields
by replacing with these new values: Name = Bella Greene, Company = Star
Magic, Phone=2457894561 and Fax=701. Click on Save.

Wait a few seconds and click on Faxbook, leave the search field blank to refresh
the list. You should be able to see the changes you made.

File

Contact Fae Mumber Search Contacts:

Loakup 5 Halley Pierre 789 -
‘ ‘ Jermaine Joel 123406787 Faxbook

Mara |

Jessica Provol 9731234067
‘ Status ‘ John Doe Speed Dial
Lovely Lim 723
‘ Add PE ‘ Leave the search
blank to list
‘ Edit FE ‘ - all contacts.
‘ Del PB ‘ Name:|Bel la Greere Phone: | 2457894561
a Log Out Reset Save

/ .
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9. Finally, we will delete a contact. On the left Click on Del PB. Your faxbook
should be populated automatically. Select a user from the faxbook that you
want to delete. We will be deleting “Bella Greene”, the user we had just edited.
Click the Remove to complete the process.

RightFax I Admin

Comtact Fax Humber Search Contacts:
Lockup ana test 111
‘ forum! ‘ bb 2182131231 Fasxbook
‘ Status ‘ Bozie Llovd 123456789 Speed Dial
add FB Chriz Madison 783456123 Lonve the <oarch
OAVE MODES 70 h:?nk t? \list
‘ Edit PR ‘ Franci= Mason 123 ’
‘ ool P ‘ Halley Hoore 123
Hallew Fierrs 789
Jermaine Joel 123406787 -
a Log Out Remove |

10. To verify that the contact was deleted, wait a few seconds and then click
Faxbook (leave the search blank). Your results will be populated and your
deleted contact should no longer exist.

RightFax I Admin

Contact Fax Number Search Contacte:
Logkup Bozie Llovd 123456739
‘ ‘ Chris Madison 789456123 Faxbook
Harua |
DAYE MODES 70
‘ Stetus ‘ Francis Mason 123 Speed Dial
‘ 4dd FB ‘ Halley Hoore 123 Leave the search
Halley Pierre 789 it tim it
X all contacts.
‘ Edit PB ‘ Jermaire Joel 123456787
‘ bol P ‘ Jessica Provol 9731234567
b
a Log Out Remove

screens.

11. You have completed the simple tutorial on how to use the default RightFax

Other company or product names mentioned herein may be trademarks or registered

trademarks of their respective companies
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