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I. About RightFax FaxUtil

RightFax FaxUtil is the software for users to create, send, view, print, and manage faxes (incoming

and outgoing) in their fax mailboxes.

***For installation, please contact ITO Service Call Centre at 3411-7899 or
hotline@hkbu.edu.hk. ***

Launch RightFax FaxUtil by clicking the icon in the Start Menu.

Icon in
. Open Text Start Menu

E RightFax FaxUtil

é) RightFax system tray icon

OM Outlook 2016

Below is the screen capture of RightFax FaxUtil, with the user ID (SSOid) indicated.

2

File Fax List Tools Help
L+ = ™
%‘f xJ/
New Fax Phonebook Options Refresh
| All etixsvt hidbuad Joosl: SSOID (100]
(— . E efaxsrvl.hkbuad.local [HKBUAD\ SSOID] Show |25 | faxes
i All @ l b I I @I I T Date/Time ITo!From,—’HIe IFax Number/E-m... IPagestytes IStslus
e i Main & 10/10/2015 3:32 PM 2727 Cover OK
@ Trash
i Invoice
- .
- Other U=
YOUR
SSOID
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Il. Creating, sending and viewing Faxes

1. To create a new fax, click on the “New Fax” icon in the top left hand corner of

RightFax FaxUtil.

| RightFax FaxUtil
File Fax List Tools Help

o

Mew Fax

2. You are presented with the “Fax Information” box where you may start the process of creating a

fax.

Fax Information

Main  Cover Sheet Motes  Attachments  Mare Options

To O ptiotz
Nare: || | Phaneboatk... Fine made body
Fax Humber- - | | e [JUse cover shest

Fire mode cover
Hald for preview
Iz smart resume

ze certified delivern

Woice Mumber:

Company: | | Create POF image
] []Use cheap rates

City/State: | | [] Delay serd
Alt. Fax Mumber: | | 171557 PM .
Accounting 1741052019
Calling ID: Lookup =
Fasscode: Sent

Received

Fages:
Send

Cancel
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3. In the “Main” tab,
a. Enter the name of fax recipient
b. Enter the recipient fax number
c. Check to use cover sheet when necessary
d. “Hold for preview” option is enabled by default.
*You may un-check this option for sending out immediately without a preview

Fax Information >

Main  Cower Sheet Motes  Attachments  More Options

To O ptions
M ame:; @]Dhﬂ | Phaoneboak. .. Fi

Fax Number: - J/g 12345678 | Add Eritry.. Uze cover sheet

- _ Fine mode cover
| b |lze certified delivery | Hold for preview @
Waice M |

Uze smart rezume

Company: | | Create POF image
_ [ ]Use cheap rates

Citw/State: | | [ Delay send
Al Fawx Mumber: | | 131567 PM =
Accounting 17410/2019
Calling 1D: Lookup =3
Passcode: Cant

Received

Pages:

Send Cancel
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4. If you have selected the option “Use cover sheet” on step 3¢, go to the “Cover Sheet Notes” Tab and enter
some notes you wish to appear on the cover sheet.

Main  Cover Sheet Motes  Atachments  More Options

Motes to be Placed on the Cover Sheet ar in SMS Meszage(160 bytes)
Hello, Tohm

Fleaze find the fax document .

Enter some
notes here

Tewt Limit i
Current number of text ines: 3

Mumber of lines which will fit on the cover sheet; 21

Comments for your Records

5. Select the “Attachments” Tab. This forms the main body of your fax. Click on the paperclip icon
for adding attachments.
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Fax Information

Main  Cover Sheet Notes  Atfachments

U])m &

More Options

Descri[}m

|Mative | Pages/Bytes

a) Click
to add

- =

Send Cancel

6. Select a file from your computer and click “Attach” button. Repeat Step 5 & Step

6 for attaching multiple files.

| Select File Attachment

Look in: |

*

Quick access

T 4_PDFsam_cisco-router-guide. pdf PDF D«
Desktop T+ 5_PDFsam_cisco-router-guide. pdf 18/6/2019 11:30 AM  PDF D«
- T 6_PDFsam_cisco-router-guide.pdf 18/6/201911:30 AM PDF D¢
™ by 7_PDFsam_cisco-router-guide, pdf 18/6/201911:30 AM PDF Dx
Libraries T4 8_PDFsam_cisco-router-guide. pdf 18/6/2019 11:30 AM  PDF D¢
T+ 9_PDFsam_cisco-router-guide.pdf 18/6/2019 11:30 AM PDF D¢
E! -,a1D_PDFsam_cisco—router—guide.pdf 18/6/2019 11:30 AM  PDF D¢
This PC T 11_PDFsam_cisco-router-guide.pdf 18/6/2019 11:30 AM  PDF D«
. -,a1Z_PDFSam_ciico—router—guide.pdf 18/6/201911:30 AM PDF D¢
= . . 16y . v .
@ . %13 PDFsam cisco-router-auide.ndf 18/6/2019 11:30 AM PDFE( C) Click
Metwork tO
File name: 1_PDFsam_ciscoouter-guide pdf V| Attach
Files of type: Supported Files w Cancel attaCh

test fax

s
Mame

T4 1_PDFsam_cisco-router-guide.pdf

T 2_PDFsam_cisco-router-guide, pdf

T 3_PDFsam_cisco-router-guide. pdf

b) Select

18/6ree
18/6/2019 11:30 AM

ITO/IFS/U005/2019 last modified on 20 November 2019

Page 7 of 19



RightFax Quick User Guide

7. Three documents are attached. You may

a) Select the document & click the magnifier icon to preview, OR
b) Select the document & click the cross icon to delete, OR

c) Click the UP/DOWN arrow to change the file order

d) If nothing to change, click the “Send” button

Fax Information

Main  Cover Sheet Notes Aftachments  More Options

U] D &

a) Click to
preview

Description | Mative | Pagez/Buytes
H C:WUzershmarcotDeskiophtest fagh]_PDFzam_cisco-router-guide. pdf |:| B4521 '
H C:AUzershmarcohDeskiopitest faxs2_PDFzam_cizco-router-guide. pdf D 21495

H U zershmarcotDeskiophtest fash3_PDFzam_cisco-router-guide. pdf |:| 18197

b) Click to
delete

c) Click to change
the file order

d) Click

8. The new fax task will be shown in the right hand side of the RightFax FaxUtil. It will go
through the conversion process and then change to “Held for preview” status.

Send Cancel
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Show |25 w | faxes

_,.@ l ﬂl | @l I 7 Date/Time lTofFrom/Fie Fax Number/E-m... ]Pages/Brles lStdus
2y 10/10/2019 3:55 PM 912345678 Cover+?7? (O Waiting for Conversion

Show |25 w | faxes

® | ﬂl | '@l | * Date/Time To/From/File Fax Number/E-m... |Pages!Eﬂes |Sta1us

& 10/10/2019 3:55 PM John 912345678 Cover+3 Held for Preview

9. Select the new created fax and right click. Select “View” for final checking before

sending this fax out.

Show |25 w faxes

Ql@]B[R][E] pstetme To/From/Fie Fax Number/Em_ | Pages/Bytes [status
£ 10/10/2019 3:55 PM John 912345678 Cover3 Held
New... Cir+N |
View
Delete Del
Move to folder... Ctd+M
ﬁ] RightFax Viewer - 3:55 PM 10/10/2019 Sent vendorl 912345678 — m] *

File Fax Page Zoom Tools Help

B Bav . AKGe( ) i@ RN :

Image | History A

Next

Previous Page

Fax: 812345678

NOTES:

Hello John

Please find the fax document.

>

Fit width (108%) | Coversheet
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10. Select the newly created fax and right click. Select “Status” > “Release” to send out the

fax.

Show |75 w faxes

Ola[B[R][E]- ptemme To/From/Fe Fax Mumber/Em_ |Pages/Bes | Siatus

4+ 10/10/2019 3:55 PM John 912345678 Covers3 Held for Preview

Store in library...
Store as form..

Status » Release
Record manual fax.. Update status Ctrl+K
Approve

Export fax to eDocs..
I ’ Disapprove

11. Fax status changed to “OK” means this fax send out successfully.

Show | 25 « | fawes

G:' | - @| | T Date/Time To/From/File Fax Mumber/E-m... |F‘ages;’Bﬂes |Statu5

oy 1041042019 3:55 PM John 912345678 Cover+3 () Scheduled to be Sent

Show |25 « | faxes

(D | - F@| | © Date/Time To/From/File Fax Mumber/E-m... |Pages!E}'tes |Statu5

A 10/10/2019 3:55 PM Tohn 912345678 Cover+3 () Sending

Show |25 | faxes

® | = | | F@| | * Date/Time To/From/File Fax Number/Em... |F‘ages:’5‘ﬂes |Status

Ny 10/10/2019 3:55 PM John 912345678 Covers3 oK
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lll. Organizing Faxes

You can organize your faxes into sub-folders under the main folder.
1. On the left hand tree, right-click Main folder and select “New”.

#)| RightFax FaxUtil
File Fax List Tools Help

| X

Mew Fax Delete

=1=]

73

Fornard to User

LS SR ] %
& [

Wiewy  Print  QCR

h-"T 'cl]n efasecpr] Mrbuad local: S5O0 [100]

...... i [

....... @ Tra Mew...
_______ i Inve Delete

™ Rename...

Move folder contents...

Delete folder contents...

Ernpty trash

2. Enter New Folder Name. Click “OK”.

Create Folder x

Mew Folder: |Irwoice

Cancel

3. The new Folder will then be created.

= E efaxsrvl.hkbuad.local [HKBUADN S501D ]

-l A

- --i. Other Users

ITO/IFS/U005/2019 last modified on 20 November 2019 Page 11 of 19



RightFax Quick User Guide

4. Right-click on a fax record, then choose “Move to Folder...”. Select the folder created

and click “Ok”.

Show |25 ~ | faxes

':D | - | | '@ | | T Date/Time To/From/File Fax Number/E-m... |Pagesfﬂ)’les |5tatu5
& 10102019 3:55 PM John 912345678 Cover+3 oK
New... Ctrl+N
Edit... Ctrl+E
View
Delete Del
Move to folder... Ctrl+M
Print... Ctrl+P
Maove Faxes 4
Click to
confirm
Cancel
5. Fax now appears in the designated folder.
= [|§ efaxsrvl.hkbuad.local [HKBUAD\SSOID | show |25 | faxes
-l A Q| @|E|R]|B] - DaeTime To/From/File Fax Number/E-m__ | Pages/Bytes
il Main & 10/10/2019 3:55 PM John 512345678 Covers3
@ Trash
------ i Invoice
[]-----.. Other Users

*“ALL” folder shows all faxes regardless of folder
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IV. Filtering faxes

You can filter your faxes based on selected criteria.

1. Select any folder and click “List” on the tool bar.

4| RightFax FaxUtil

File Fax| List [locls Help

T X aa b

Mew Fax Delete Wiewy  Print  OCR

b

Foraar:

T'\-"T E_'],{I'l efaxsor]l hituad local: S5O0 [100]

[ .‘ Other Users

2. Select one of the filtering option from the list.

e Full List
Sent Faxes
Received Faxes
In-process Faxes
MNew Faxes
Received and In-process Faxes

Meeding Approval
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V. Receiving Faxes
Depending on the arrangement of your faculty/department, you may NOT have direct access

to all the incoming faxes, e.g. only secretaries have permission to access the faculty/department fax-line,
who will then dispatch the fax to other users.

The paragraphs below describe a user having permission to access the incoming faxes of

faculty/department fax-line. E.g. 6529

1. You can find all incoming faxes on “Other Users” > [Fax machine no.] > “Main”.

S E efaxsrvl.hkbuad.local [HKBUAD\ 550I1D 1 Show |25 «  faxes
- i All Q | - | | i | | T Date/Time |To,-’Fron1f’F|Ie |Fax Number/E-m... |Pagesx’B:.’tes |Stat|.|5
i Mein @ & 3/10/2019 2:08 PM 1pgs oK
@ Trash 3| = 3/10/2019 2:07 PM 1pgs OK
: i Invoice @ 1pgs OK
=SB Other Users i~ 5168 Cover oK
@ = 1pags oK
) 2 23/9 . 1pgs oK
@ = 23/9/2019 5:53 PM 1pgs OK
N £ 23/9/2019 5:52 PM 1pas oK
2. Double click the incoming fax to view the content.
----- efaxsrv1.hkbuad.local [HKBUADY, SS0ID ] Show |25 w  faxes
: @ | - | | i | | T Date/Time To/From.File Fax Number/E-m... |Pagesx’B:.’tes |Stat|.|5
'_j = 3/10/2019 2:08 PM 1pgs OK
EL'_q DANINAG DI-OVT DRE
| RightFax Viewer - 3/10/2019 Received - m} x 1pgs OK
File Fax Page Zoom Tools Help 1pgs 0K
B BAav iR . IAAGe SO/ .
= ane- @ | 5168 Cover oK
mage | History
1pas 0K
FAX v 0o
1pgs 0K
To:
Company: 1 pas 0K
Fax: 934118529
Phone:
From:
Fax:
Phone:
E-mail:
NOTES:
Zoom 73% Page 10of 1
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3. You can print this fax by clicking the printer icon and then select “Print”

| RightFax Viewer - 3/10/2019 Received — O X
File Fax Page Zoom Tools Help
BB Aav iR AQDe E - [mEN =T
| print. Ctrl+P |
Server print... Ctrl+Shift+P -
o= Print x
General |
— Select Printer
& HP CLJ MFP MATTfdw (39.242@5CE1203) = Microsoft XF
[FIHP LJ500 MFP M325 (33.243@AABS014) Ml Onehlote
= Microsoft Print to PDF FIPDF-XChang
< >
Status: Ready Preferences |
Location:
Crrmere Find Printer... |
—Page Range
= Al MNumber of copies: I'I 5:
 Selection " Cument Page
" Pages: I
Print Cancel | #pply | Zoom 75% Page 1 of 1
4. Select “File”. Click “Save As...” to save this fax.
g] RightFax Viewer - 3/10/2019 Recerved
File | Fax Page Zoom Tocls Help
F H
Save Ctrl+5 E £ 4%}
N1 = P [n
| Save as.. ] Save £s X
Print... C 1+ » ThisPC » Documents v @& | Search Documents P
. Organize = New folder B== - (7]
Server pﬂlﬂ... = This PC A Name . Date modified Type Size
Send via e-mail... +5hift+ M 9 30 Objects Audacity File folder
9 Deskiop Custom Office Templates File folder
Euit Bocuments My Digital Editions File folder
My Shapes File folder
:Duwnlms OneNote Notebooks File folder
Music
=] Pictures
1B Videos
s 05(C)
- Data (D:)
= Data (F)

To:
Company:

= CWinapps:97 {1\
= ADMOT (\WADFSI o

File name: |

Save astype: | Group-3 TIFF file (it tiff)

4 Hide Folders

Save

Cancel
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5. Select “File”. Click “Send via E-mail” to mail this fax to others.

ﬂ RightFax Viewer - 3/10/201% Received

File | Fax Page Zoom Tools Help
Save Ctrl+5 R e\ 4:> Ak
Save as.
Print... Ctrl+P — ]
Server print... Ctrl+Shift+P 10/08/2019 PM
Send via e-mail... Ctrl+5Shift+M

Exit

B Paste B I U |3 A

4:12 PM 10/9/2019 Received HKBUFAX - Message (HTML)

Insert Options Farmat Text Revi

iew

PDF-XChange

b = [

Address Check = Attach Attach Signature

Eal ]

Q Tell me what you want to do...

|> Follow Up ~
1 High Importance

= - Book Mames Filew Item- - ¥ Low Importance
Clipboard Basic Text Names Include Tags [F] -
.
Company: :
To...
=7
Cen
Send
Subject 412 PM 10/9/2019 Received HKBUFAX
attaches | [ 2] 1Ri69:éF3" T3 -
6. You can forward faxes to other users by selecting multiple faxes.
| RightFax FaxUtil
File Fax List Tools Help
L] <k - [os ® ® 2o | ™
& ’a 4= ’a o % 8O
Mew Fax Delete | ‘ieww Print  OCR | Forward to User Forward to Fax Routeto User | History Combine Split  Confirmation | Phonebook Options Delegates | Refresh

= E efaxsrvl.hkbuad.local [HKBUADY SS0ID ] Show |25 | faxes

@a[E[B]E ]  Daetme To/From/Fle | Fax Number/Em... |Pages/Bytes | Status
S| o3 10/10/2019 10:20 AM 1pas oK
oy = 104102019 10:20 AM 1pgs oK
S| = 10/10/2019 10:20 AM 1pgs . OK
S| =7 10/10/2019 10:19 AM 1pas oK
i — 8/10/2019 5:53 PM 1pas oK
S| 1 3/10/2019 2:08 PM 1pgs . OK
oy =1 3/10/2019 2:07 PM 1pgs 0K

e e WSTe Ll el U HIMIUORIT PR L Tone ok
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7| RightFax FaxUtil

File Fax List Tools Help

o X R& i

Mew Fax Delete | “View  Print OCRE

’a ) e ]

Forward to User / Forward to Fax  Route to User

Input a user’s SSOID to search, select the user and click “Add”. The user will be shown in

the selected list. You can add more users by repeating this step. Click “OK” to forward.

Forward Fax a) Input a *
user’s
A copy of the fax will b SSOID ation uszer(s).

Search for Ugers:

John &~ |

Search

D = Dezcription

the
user

Aydd
Selected:

John

Mates added tao fax history:

//d) Click

to
0k —=—p——carcel I \ fOI’W&fd

b) Select

c) Click
to
add

***NOTE: Using “Forward to User”, the original faxes will be retained in fax mailbox. ***
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From the recipient’s point of view, they can find the forwarded faxes with status marked as

“Duplicate”.

Show |35 w | faxes
@ | ﬂl | F@l | ¢ Date/Time To/From./File Fax Number/E-m... |F‘agest:.ftes |Statu5
Ak, = 10/10/2019 10:20 AM 1pgs  Duplicate

7. You can route faxes to other users by selecting multiple faxes.

8| RightFax FaxUtil
File Fax List Tools Help

= % &[0

Phonebock Options Delegates | Refresh

T X RE B

Mew Fax Delete | “iewr  Print OCR

2 dg

Forward to User  Forward to Fax  Route to User

G 4 W e

History Combine Split Confirmation

Main
Show |25 | faxes

Q@ [B[R[B] - DaeTme To/From/File Fax Number/Exm... |Pages/Bytes | Status

Ny = 10/10/2019 10:20 AM 1pgs oK
NE| = 10/10/2019 10:20 AM 1pags oK
dE — 10/10/2019 10:20 AM 1pas . OK
oY = 10/10/2019 10:19 AM 1pgs oK
3 1 8/10/2019 5:53 PM 1pgs oK
N — 3/10/2019 2:08 PM 1pags . OK
oY =1 3/10/2019 2:07 PM 1pgs . OK
PR —  2AININIQ I-NT P 1 nne SNk

Then click “Route to User” icon on tool bar.

4| RightFax FaxUtil

File Fax List Tools Help o~

T XK B b2 g /02

Mew Fax Delete | “iew  Print  OCE Forward to User Forward to Fax| Route to User

N
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Input a user’s SSOID to search, select the user and click “Add”. The user will be shown in

the selected list. You can add more users by repeating this step. Click “OK” to route.

Route Fax

The faw will be mowed from pwour

Search for Users:

John ~

Search

D

Description

b) Select
the
user

c) Click
to
Add add
Selected:
John

Motez added to fax histary:

// d) Click

0k

to

—ance]

route

\

***NOTE: Using “Route to User, the original faxes will be REMOVED from fax mailbox . ***

From the recipient’s point of view, they can find the routed faxes as shown below.

Show |25 w | faxes

®|E||@||-’ Date/Time

| To/From/File

| Fax Mumber/E-m... | Fages Bytes

= 3/10/,2019 2:08 PM

| Status

HKBUFAX OK

1pags
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