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Welcome to eFax Corporate

With eFax Corporate, you are assigned a unique fax number that is connected to your email. This enables you to
send and receive faxes as email attachments, providing a secure, fast and convenient alternative to a traditional
fax machine.

Getting Started

First, you will receive an eFax Corporate Welcome email notifying you your account has been activated. It is
important to print this email and keep it for further reference; it contains your fax number as well as your PIN
(personal identification number), which you will need to access the online eFax Corporate FAQ.

@eFax(orporate

Woerld Leader in Digital Faxing

Dear [NAME],

Congratulations! Your eFax Corporate fax number has been set up for you by your account
Administrator - [ADMIN_NAME]. You are now able to send and receive faxes wherever you
have Intemet access using your PC, laptop or wireless device.

Your eFax Corporate fax number is: fH#HH Your PIN: ###H

1. How to retrieve a fax

When you receive a fax message with your new eFax Corporate fax number, it will arrive as an
email in your inbox as a PDF or TIFF file attachment. Simply click or doubleclick on the email
attachment to open your fax.

For PDF's vou'll need Acrobat Reader. For TIFF's you'll need eFaxMessenger or a 3rd party
multi-page TIFF viewer.

2. How to send a fax
Address the email to faxnumber@efaxsend.com. For example, a fax to 1(312) 555-1212 would
be addressed 13125551212@efaxsend.com.

Nofe: message size can'f exceed 6MB, Infernational fax numbers should nof include the dialing

prefix 0, 011or 001. Only city and country codes are needed.

To access your account profile, change your PIN, view your fax activity reports,
and more go fo efaxcorporate.com and enter your new eFax number and PIN.

eFax Corporate Customer Support
If you have any questions or need help with your eFax Corporate Account, please contact your
fax Administrator, [ADMIN_NAME].

You may also contact eFax Corporate Customer Support 24 hours a day, 7 days a week by
email at corporatesuppoert@mail.efax.com or by phone at 1-323-817-3202 or 1-800-810-2641.

Sincerely,
eFax Corporate Support

P.S. Receive faxes by distributing your new eFax number on your business cards, email
signature, stationary, etc.
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Receiving Faxes

USER GUIDE

When someone sends a fax to your eFax number, it arrives in your email inbox as an email with a file attachment.
For example, the subject of the email will read eFax Corporate fax from 13238171155. The file attachment is

the fax, not the email itself. You must open the file attachment to view your fax.

& Inbox - Microsoft Outlook

File Edit View Favorites Tools Actions Help
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Opening Faxes

Outlook uses a paper clip icon to show an email attachment.

1. Select the eFax Corporate email you want to view.

2. Double click the email to open the message in a separate window.

3. Double click the attachment to open the fax. The document will automatically open in either Adobe

Acrobat or eFax Messenger.
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CUSTOMERSEMVICE | LOGIN

@eFaxCorporate

Fax Message

wcaivad & 1 page fax st F008.00-29% 100702 GMT
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Your questions
+ oUr answers
back in business

Click HERE for help
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Printing and Saving Faxes
Fax attachments automatically are opened, viewed and saved as you would any other document.
1. To print the fax, either click the Print icon on the toolbar. Or click Print from the File menu.

2. To save the fax to your computer, either click the Save icon on the toolbar. Or click Save a Copy... from
the File menu.

#2 Adobe Acrobat Professional - [efax_commerci

= File Edit ‘iew Document Comments Tools  Advar
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Sending Faxes

eFax allows you to send a file attachment to a fax machine using your email account. If you need to have the
send-fax option enabled, please contact your account administrator to request this feature.

Creating and Sending a New Fax
1. Create a new email.

2. Enter the fax number in the address field followed by @efaxsend.com. For example,
18885329265@efaxsend.com.

% Haines specs fax - Message (Plain Text)

File Edit Vew Insert Faormat Tools Actions Help
Heend & ¢ R B0 B! ¥ Y [Eogtes. A [3),

|E¥ This message has not been sent,

To... |18885329265@&Faxsend.c0m
ce... ||

Subject: JHaines specs Fax
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u-l ”

Remember: all U.S. and Canada fax numbers must be eleven digits. Always use the
number. Do not include any prefix you normally dial to get an outside line (such as 9).

in front of the ten digit fax

A note on international faxes: International fax numbers should not include the international dialing prefix +011.
Only the city and country codes are needed. For example, if faxing from the U.S. to a number in the UK, you
would address the email to 441423812776@efaxsend.com not 011441423812776@efaxsend.com.

4414235127 76@efaxsend. com

08454582545@efaxsend. com

3. Attach the document that you need to fax by selecting Insert from the File menu. You can fax up to four
documents in one email. They will be faxed in the order they were attached. eFax supports most file
type attachments including, but not limited to, DOC, PDF, TXT, TIF, JPG, XLS and HTML. eFax does not
support password protected files.

4, Send the email.

Transmission Receipts

A few minutes after sending a fax, you will receive a detailed transmission receipt by email. These receipts in-
clude page count, total transmission time, and, in the event of failure, the reason for the fax failure.

* [/ g|From | Subject |received  ©
] send@mail.efax.com Successful transmission to 18008143622. Re: Fax A Document Thu 8/11/2005 12:28 PM

B Successiul iramenission fo 13213721891, Re: adiech_reghiration efx - Message (Plain Taxi)
DHe g e fomt Foma Dok Acos  teb
i L i B R AT S e Y |
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Te  Beeleen

o

Subject: TXIHITZ6 . i ackech

Bear Dob Bmith,

Be: mdeech registeation.efs

The @ page fay you sest through efax.com to 1333713891 was successfully teansmiteed at
2004-03-21 D1;83108 (GNTI .

The lmngch of traRmiasion was 44 second 2,

The receiving mechine's fax I¥: i-B00-333-P26%.

If you meed m
R, "y

tenal masisesnce, plemse visit sur snline help cencer ax
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Including a Cover Page

When sending a fax by email you can control whether to include a cover page. Use either a standard cover-page
template provided by eFax, or include one in your file attachment. By default, eFax will send a cover page using
the standard cover-page template.

FAX COVER SHEET

TO John Doa

COMPANY XYE

FAX NUMBER 1 888 532 9265

FROM Jana Dog

DATE 2005-08-11 21:00:53 GMT
RE Fax A DoCcument

COVER MESSAGE

Please find attached the following docs you requested

Any text in the body of the email will activate the eFax automated cover page option.

Text in the body of the email will appear in the comments area of the cover page.

Text in the subject field of the email will appear in the RE line of the cover page.

To fill in the TO, FAX NUMBER and COMPANY lines on the cover page type your information in the following for-

mat into the To: field of the email: “John Doe{Company}”<18005551212@efaxsend.com> In this example, the
fax cover page will automatically fill in John Doe’s name, company name and fax number.

¥ Contract - Message (HTML)

File Edit Wiew Insert Format Tools Actions Help

eerd I & & Bz BB ) T aAttach as Adobe FOF e
To... |J|:|hn Doe {Company Inct «15685329265@efaxsend, com |

ger ]

Subject: |CDntract
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Special Email Tags for Fax Delivery

Tags are special commands you can include that direct eFax to respond in a certain way. The two tags for cover
pages are:

{nocoverpage}

You can disable the cover page by typing the tag {nocoverpage} in the first line of the text in the body of the
outgoing email. This directs eFax not to fill in the default cover-page template.

{showbodytext}

Another useful tag, {showbodytext} directs eFax to send the text in the body of your email as a separate fax page

added in front of any attachments.

The cover page doesn’t count toward the four-attachment limit.
Accessing Your eFax Corporate Account

Logging in to Your eFax Corporate Account
To log in to your account, go to www.efaxcorporate.com and click login. This will take you to the login form

where you enter your 10-digit eFax number and the PIN you received in your eFax Corporate Welcome Letter.
Log in to your account to change and update your account settings.

rettecasniin Gttt HOME | ABOUT | SOLUTIONS | RESOURCES | CONTACTUS | LOGIN

Secure Login

My Account m m Bookmark this page LoginHaln

& Login
Forgot my Password == forget my Account Number
Account Number (10 Digits**) == 1 forgot my Password
= - e
| " Sales Questions? Password I | M(Urpﬂmt\? Welcome
’] + World Leader in Digltal Faxing &
USA Sales
5 1(888)532.9285 = ¥
+1(323) 817.1155 | Remember my account number Dear John Doe,
== Login Help Your eFax Corporate fax number is:
UK Sales Congratulations! Your eFax 1-888-532-9265
0845 458 2845 Corporate fax number has been
(444) 1423 812776 activated. Please print this email Your PIN is:
for your records. You can start 8883
Email Us using your number immediately.
* R ed
et USING YOUR FAX ACCOUNT

To receive faxes, simply distribute your eFax Corporate fax number. When someone
sends a fax to this number, you will get it as an email attachment. Find out how to
send faxes directly from your computer in our online FAQ.

** Only for US-based numbers. International numbers may be longer.

YOUR ACCOUNT

1f you have any questions or need help with your eFax Corporate Account, please
contact your fax administrator. Or search the eFax Corporate FAQ section at
http://www.efaxcorporate.com; use your eFax number and PIN to log in. Also, eFax
Corporate Customer Support is available 24 hours a day, 7 days a week. You can
reach Customer Support by email at corpor t@mail.efax.com or by phone at
(800) 810-2641 and (323) 817-3202.

Sincerely,
eFax Corporate Support
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Account Overview

From the Account Overview page you will be able to:
«  Edityour profile
«  Change your preferences
«  View an activity report of sent and received faxes
«  Send afax
«  Contact Customer Support

User: John Daoe

@Fax(orporate Mumber: 12002142622
HOME | RESOURCES | CUSTOMERSUPPORT | MYACCOUNT
l
Account Overview My Account
E Accot viey
profile & Profile

B Preferences

- " send any file on your computer B Activity Reports
@ directly to a client’s fax machine!
u t John D
= i / d =, B Send a Fax

cormpany!
Murnber: 18008143622

B Secure Inbox
Ernail:

Welcome Bl Logout

vl Wiew Ackivity Logs
Y I T————
+1 Wiew / Edit your Preferences neads, fram eFax to Voicemail in your ernail dient. Access any of

these indispenszable business tools from anywhere you access the

internet. Plus, get all of your faxes and Voicernails delivered

directly to vour ernail, Mever miss a call or fax again!

Download

eFax Corporate users hawe the option of sending their faxes in
their native file format a5 email attachments, eFax also has
custorn solutions in place that will accept large volumes of faxes
generated by an automated pracess such as 3 wehsite or ERP
systern, You can fax a simple text message or chosse from a large
variety of file types , including Microsoft Word, Microsoft Excel,
wardPerfact, PDF, HTML, and many more.

3 Downlosd eFax Messenger

Editing Your Profile

Click Profile to change your name, address, telephone and email address. Note: This email address is for adminis-
trative and billing emails. You may edit the addresses where receive eFax messages by changing Preferences.
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Changing Your Preferences

Click Preferences to update the email addresses, which you use to send and receive eFax messages. Simply click
the Add and Delete buttons. In addition, the Fax Options tab allows you to change the file format for faxes you
receive and your fax CSID, the number displayed when you send a fax. To change the fax format for receiving
faxes, select either EFX or PDF from the pull-down. You can change your default CSID by typing in the new CSID
and clicking Update.

Viewing an Activity Report

Click Activity Reports to view logs of the faxes you've sent and received over the last 30, 60 or 90 days.

DURATION PAGES :‘[:'['T' CLIENT MATTER STATUS
£/11/05 $0.10
18008143622 O00:126 1 SUCCESS
5:01 PM [(USD)
8/11/05 $0.10
18008143622 00:28 1 SUCCESS
7:27 PM (LSO

Sending a Fax through My Account
Click Send a Fax and use this simple web form to send files as faxes from any computer, even if you don’t have

access to your email account. Include the attachments you want to fax by clicking the browse button and select-
ing files stored on your computer. Fill out the form and click Send to fax the attachments.

T
Send a Fax —~ I
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Contacting eFax Customer Support

If you have any questions about your eFax Corporate Account, contact our 24-hour eFax Corporate Customer
Support team at (800) 810-2641 or by email at corporatesupport@mail.efax.com.

© 2006 j2 Global Communications, Inc. All rights reserved.
eFax Corporate is a registered trademark of j2 Global Communications, Inc. 1



