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Overview

This user guide is to be used with the MyNetFone Business Virtual Fax service.

Fax may be a legacy technology, but it is one that many organisations still heavily rely antt@laynedium
that provides more authority and legal enforcement for the delivery of documents.

The Virtual Fax service is hosted in the cloud, providing you a smarter and more productive way to fax without
the need of bulky old fax machines or downlgagiof any programs. Your fax communications are sent and
received as PDF documents delivered directly to your email for easy access.

A‘)
(&

Fax Send Portal

O User Receives '

Delivery Notifications
in Email
User Receives Fax
In Email Fax Machine
Send

Email Server

User Sends Fax
From Web Browser

Fax Machine
Receive

Process of sending and receiving faxes.
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Virtual Fax portal

The benefit of the Virtual Fax portal is that@n be used anywhere, from any device with an internet
O2yySOilAz2yd {2 S@GSYy AT @2dz R2y Qi KI @S @&2dzNJ O2 Y LJzi SNE

System requirements

Browsers supported:

w Internet Explorer 8.0+
W Chrome 12.0+

W FireFox 13.0+

w Opera 15.0+

W Safari 5.0+

Functionality

The current release of the fax portal only allows you to send faxes.

Incoming faxes are delivered to you via email only and cannot be viewed on the portal.

Account creation

After ordering the Virtual Fax service from MyNetEpyour account will be setup by our team and you will
receive an email with your Virtual Fax user credentials.

My Net FoneAustralia Pty Ltd, ABN 73 109 671 285, Address Level 4, 580 George St, Sydney NSW 2000. 4
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Using the fax portal

Portal login
1. Access your fax portal, by clicking on the following link:
2. https://fax02.faxnow.com.au/Client/App.html
3. Enter your username and password, which have been sent to you via email.
4 hLIiA2yFEY GKS dzaSNYyIFYS Oly 0SS al @8R aBDONIOKEDGZNG 2

under the password field.

5. / tA01 GKS W{ATy AyQ odzit2yo®
6. LT &2dz KI @S FT2NB2GGSy @2dzNJ LI aag2NRE Of A01 2y

W1 002dzyd YIyF3asSySyiQ asSOiizy 2y LI 3IS wmopo

& MyNetFone

€« - C | [3 faxnow.com.au/App.html

Sign Into Your Account

£ usernave

[

a PASSWORD Update Password?

" |Remember Me

Fax portal login screen

My Net FoneAustralia Pty Ltd, ABN 73 109 671 285, Address Level 4, 580 George St, Sydney NSW 2000. 5
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Sending a fax
Once bgged in, you will see the main portal screen.
Here you can:
W Send faxes to one or multiple fax contacts
W Add and remove recipients manually or from the contact lists

w Provide additional information

WNebFone. [ Log Out

?; SEND FAX Connected To: MyNetFone
f3 Contacts ‘ E3 Add RecipientJ

#1  Fax Number (xxx)xxx-xxxx

Name Recipient Name

Company  sample Company LLC

Subject: & FAX COVER DETAILS  [SSHAIEES

%@& ‘ ‘[liﬁ ‘ HIQQ Pages: 0

Fax portal main screen

To add new recipients:

1. 1'aS GKS ab ! RR wS O kighixdngrioEmaid stagen2 y Ay GKS G2 LJ
2. Enter recipient fax numbersthese should be full numbers including the area codes.
3. For internationahumbersLJ S| &S dzdS G KS FdzZf t LINBFIEHtodnnMmmE

send a fax to the UK (+44xxxxxxx), the fax number would be 001144XXXXXXX.

-

| =J=| ContactsJ E3 Add RecipientJ

#1 Fax Number

#2  Fax Number | xx)xxx-xxxx

#3  Fax Number (xxx)xxx-xxxx

AY

My Net FoneAustralia Pty Ltd, ABN 73 109 671 285, Address Level 4, 580 George St, Sydney NSW 2000. 6
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To add existing contacts as recipients:

1. 1aS GKS ab /2yidl OGaé¢ odzidz2y Ay (GKS G2L) t STFG 02N
2. 2 contact lists are provided:
C Shared contact list
C Private contact list
1. Select the required contact list in the drafpwn menu in top right corner.
2. ¢AO]l GUKS NBfS@gFyd O2yidlOota Ay GKS tAad IyR OftAO0
3. If your account has multiple users, you will only be able to modify your own private contact list.
The managementofcontaétA aGa Aa O2@3SNBR Ay Y2NB RSOFAf Ay
on page 16.
4. CNRY GKS O2ydal Ol tAadz asStSOdG 2yS 2N vdz GALX S O
Select Fax Recipients %
Search Al Fields v Contacts: | Private v |
Full Name + | Company Fax Number Email
3 MyNetFone O3NmmtA =i @n0 Private
Office Fax Connexus 03l si-i-a
4 b
New Edit Delete Import Export OK

My Net FoneAustralia Pty Ltd, ABN 73 109 671 285, Address Level 4, 580 George St, Sydney NSW 2000.
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Fax view options tab

The fax tab, located on the bottom half of tpage, allows you to attach and edit documents within the fax

portal.
|
Save button saves your fax document on your computer as a TIF file.
|
E Print button- print to a network or local printer.
& Attach button- attach a document for faxing.
=
[]]] Trash button deletes the selected attachment.
Rotate left button- rotates attached document 90 degrees countdockwise.
Flip button- rotates attached document 180 degrees.
Rotate right button- rotates attached document 90 degrees clockwise.
Fit to width button- zooms document to the width of the portal screen.
100% . .
Zoom actual size buttonzooms document to actual size.
Fit to page button zooms document to see the entire document page without
=X gcrolling.
®~ Zoom in button- zoomsdocument in.
Q Zoom out button- zooms document out.
My Net FoneAustralia Pty Ltd, ABN 73 109 671 285, Address Level 4, 580 George St, Sydney NSW 2000. 8
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Saving a fax
% ¢tKS W{I98Q A02y Ilftt2pga d2dz G2 &al ¢S 02y
device.

Note: saving fax documents wilbt save the cover page content or fax recipient
information.

Printing documents
¢CKS Wt NAY(GIQ AO02y |ft26a &2dz (2 LINAyG 7

Note: printing fax documents witlot include the cover page content or fax recipient
information.

Attaching files from web browser

@ You can attach files by using the paperclip icon.

The files that you can attach are RTF, TXT, PDF, DOC, DOCX, Excel file formats, anc
image files.

To attach a file:
1. /ftA01 2y GKS LI LISNOtAL wIHiadl OKQ A02y @

2./ tA01 Y. NRgaASQD

Attach Document *

Browse_ | No file selected.

3. LYy GKS FA{S oNRPoaSNE aStSO0 GKS R20dzySyl &2dz 4AaK

My Net FoneAustralia Pty Ltd, ABN 73 109 671 285, Address Level 4, 580 George St, Sydney NSW 2000. 9
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@ File Upload
@ = /I [ » ThisPC » Documents v & | Search Documents i
Organize ~ New folder = I @
14 Downloads A Name Date modified Type
< Recent places
| Custom Office Templates 8/28/2014 9:34 AM  File folder
& This PC | Snagit 8/25/2014 1:59 PM  File folder
| business_applications.doc 8/28/2014 9:35 AM  Microsoft Wt
Iy Desktop
| Documents
13 Downloads
U Music
& Pictures
B Videos
2 Local Disk (C)
<+ Business (L)
@ Network v < >
File name: 'business_applications.doc v | |All Files (*.%) v

4, | KSO1 GKIFG GKS FAES yIYS Aa O2NNBOGO® ¢KSY
Attach Document *

Browse_ | business_applications doc

Upload for Conversion

J

5. A dialog will pop up showing the progress of the document conversion to a fax sending format.

Attach Document =

Select document for upload and conversion. Types are restricted to the following:

@ Word (*.doc, *.docx) Acrobat (*.pdf)
Excel (".xls, ".xlsx) ‘. HTML (™.htm, ".html)

Additionally Supported: TIF (™ .tif)

Converting: 00:00:35

My Net FoneAustralia Pty Ltd, ABN 73 109 671 285, Address Level 4, 580 George St, Sydney NSW 2000. 10
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Once the document has been converted it will be displayed in the fax view window. To attach more
documents, repeat this process.

5 I I
/ & MyNetFone x \; n “
<« C [ faxnow.com.au/App.htm =
Ml/NebFone. [® Log out
(=) SEND FAX

£3 Contacts | (3 Add Recipient |

#1 FaxNumber (o000

Recipient Name

Sample Complany

Subject: =) FAX COVER = DETAILS

B&¢ @ HETITaQ

Fax document zoonand rotation

You can rotate and change the zoom of the converted documents in the fax view window.

1. Select the page by clicking on the converted document or select multiple pages by holding down the
CTRL button on your keyboard and clicking on multipludchents.

2. Selected page(s) will be outlined in red and the 1setected page(s) will be outlined in blue.

3. Selected documents can be rotated right (clockwi, rotated left (counterclockwise,™ or
flipped vertically by using the icons on the fax wewvindow.

4. Change the document page view by using the zoom options. You can manually L@sminzoom
out Q orfitto pageI , fit to width H , Or zoom to actual sa'z.

My Net FoneAustralia Pty Ltd, ABN 73 109 671 285, Address Level 4, 580 George St, Sydney NSW 2000. 11
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Deleting attached fax documents

1. To delete a document, select the page you wish to delete in the fax view window.

s
2. Click on the delete ico,[,m

3. /A0l W,S8aQ G2 O2y FAN)XY @2dzNJ FA{S RSt SiGA2y 2NJ Oft A O

Delete Confirmation *

0 Are your sure you want to delete 1 page(s)?

Yes

4. Once deleted, the page will no longer be shown in the fax view window.

Cower page
All faxes include a mandatory cover page. The cover page identifies the sender and the subject of the fax.

The fields included on the cover page are indicated below.

[ Log Out

MyNetFone. / 2@SNJ LI 38 WCNBYYC

\%I SEND FAX / Connected To: MyNetFone1
E ContactsJ £3 Add RecipientJ

#1  Fax Number (xxx)xxx-xxxx

Name Recipient Name
Company  sample Company LLC
/| 2 S NSUbleck & W
Subject: \é\ FAX COVER DETAILS
Bs¢ @ SRl2 | HH-Iaq e

A default cover page is included with the Virtual Fax service. Custom cover page templates can be requested
from the MyNetFone Business Sales team on 1300 733 995 (charges apply).

My Net FoneAustralia Pty Ltd, ABN 73 109 671 285, Address Level 4, 580 George St, Sydney NSW 2000. 12
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Ly FRRAGAZ2YS &2dz Oy It a2 | RR splage ih thelbddy Sfitle cokebpadd/ 2 S NI

® cover

Cover page text

Example fax with included text:

Fax

FACSIMILE

2ETEET

Durter
Toc S Prgrn
From:

Subject:

Cower page fext

The details tab allows you to add additional information about the fax, like a billing code for example.

Message Information

Billing Code:

Sending the fax

Once you have attached your document(s) and added your optional cover page text and details, you are ready

to send your fax.
/I tA01 2y G(G(KS W{SYR CIEQ odzilizy (2 aSyR &2dz2NJ FI E®

If you have forgotten to attach any documents, you will receive an erroisaudyyou to include some content.

My Net FoneAustralia Pty Ltd, ABN 73 109 671 285, Address Level 4, 580 George St, Sydney NSW 2000. 13
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Sent fax notifications

If your account is setup to receive sent fax notifications, you will receive a notice of success or failure to your
email address.

To setup fax notification, please contact MyNetFone on 1300 73388 press 4 for the Provisioning team.

A single address notification looks like this:

MyNetFone - Fax Service < >
tome [~

Fax Delivery Successful

Fax Status Details for transmission to 038 <48

Submit Time 2/6/2017 3:45:37 PM
Start Time 2/6/2017 3:45:42 PM

Receiver CSID

Pages Transferred 1 of 1
Total Seconds 27
Retries 0

E NMyMetFons. All ights reserved.

A notice will also be provided for fax delivery failures. Please read any failure notices to help diagnose and
NBaz2f @S GKS RSt AQGSNE XNay@aSH | wSHS NI GANBDK & SOURR Y0 2548 K2 2

My Net FoneAustralia Pty Ltd, ABN 73 109 671 285, Address Level 4, 580 George St, Sydney NSW 2000. 14
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Contact lists

Contact list features

The contact list provides the following features:
1 Public shared list per company

Private list per user

Add, modify or delete contacts

Import and export contact lists

=A =A =4 =4

A local brevserbased contact search

Search function

The search function located near the top left of the contact list will filter the contacts based on the text you
input into the search bar. The dragpwn menu next to the search bar gives you the option of searching
specific fields or all fields.

View cantacts

Two contact lists are provided:
1 Shared contact list shared between users within an organisation
9 Private contact list your own personal contact list

You will only be able to modify your own private contact list.

z A

¢t2 OASS I fAZNBRIDSE2NO Wt IR DK SNIQWAK (K RNRLIR26Y YSydz |
list.
Select Fax Recipients =
Search All Fields Contacts: | Private v'|
Full Name | Company Fax Number Email
m MyNetFone 03 ".m -n = @No Private
Office Fax Connexus 036 o=
4 3

New Edit Delete Import Export OK

My Net FoneAustralia Pty Ltd, ABN 73 109 671 285, Address Level 4, 580 George St, Sydney NSW 2000. 15
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Common keyboard actions for contact lists:
f woaoll LISQ (Se gAaft Ofz2asS GKS RALFf 213
WeloQ 1S Oy 06S dzaSR G2 aéAiOK FTASERaA
W{LI OSo6I N Attt &aStSOG I LK2yS 06221 SyidNe
W/ dzZNBEINI2Z NJ W/ dzNE2NJ 526y Q gAff &AaONRBft dzLJ 2NJ R24Y

=A = =4 =

W/ dzNE2NJ wA IKGQ 2NJ W/ dzNE2NJ [ ST Q oAttt aONREft GKS

Edit contacts
Contacts can be edited if they are from your private contact list.
wSljdzA NBR T A DfIRES O NB/ RO 20/l FEAXT yudzY 6 S NI

All other fields are optional, but are useful for grouping contacts when using the contact search functionality.

Edit Contact =

Name
Company
Job Title
Phone
Fax Mote
Cell

Email
Address 1
Address 2
City

State

Zip Code
Country

Save

My Net FoneAustralia Pty Ltd, ABN 73 109 671 285, Address Level 4, 580 George St, Sydney NSW 2000. 16
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Import and export contacts

Importing contacts

Typically, a CSV file should be used as the source for importing contacts. A CSV file can be created in various
programs, for example Microsoft Excel.

The first row of the CSV file should have the following headings:
T Wbl YSQ | yR WCI Eb darooyfonEable to Sehdadax fo théconiacty

1 The rest of the fields listed below are optional

Name CellPhone State
JobTitle Email PostalCode
Company Addressl Country
OfficePhone Address2 Notes
FaxNumber City

To import a contact list:
1. Click orthe import button located on the bottom center of the contacts list

2. /1 tA01 2y GKS W/ K2248S FA{SQ odziti2zy |yR dza8S GKS t20

Import Contacts
File: Contact_import.csv

AAAAA

3. hyO0S (KS FAtS Aa asStSOGSRzT Of A0}

WLt 2K RQD

My Net FoneAustralia Pty Ltd, ABN 73 109 671 285, Address Level 4, 580 George St, Sydney NSW 2000. 17
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4. You will be prompted to match the contact field¥ou will be able to match the imported contact
fields from the header of the CSV file to any of the fields in the fax portal.

Import Contacts =

For each field select the appropriate import match.

Name v JobTitle v Company v .OﬁicePhone v FaxNumbe

Name JobTitle Company <None> FaxMumber
" Product Owner - ww 03 i
Name

Title
First
Middle
Last

Import
Pedigree P

Company

JobTitle

| FaxMumber

5. hyO0S |tf NBtSOlIyld FTAStRa INBE YIGOKSRI Of A01 WLYLR

Account management

For each fax account, there are 2 enaltresses:
1 Inbound fax address
1 Registered address
The inbound fax email address can be shared with multiple users (like a drop box or shared email account).

The registered email address should be managed by the actual account holder. This is becausswbedpa
reset link will only be sent to the registered address.

Change / reset fax portal password

hy GKS f23Ay LI 3AS 2F GKS FIE LRNIFfE GKSNB Aa |y W' LJF
field.

Sign Into Your Account

1 USERNAME

I

a PASSWORD Update Password?

~|Remember Me

My Net FoneAustralia Pty Ltd, ABN 73 109 671 285, Address Level 4, 580 George St, Sydney NSW 2000. 18
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1. Click on this link and then enteoyr username to reset/change the password.

Note: Usernames are typically in the format of FAX{NUMBER}, ie FAX0361667271

C' | [ faxnow.com.au/passwordreset, 7 =

/MJ/Nel:Fonem

Change or Reset Password

2 Apps » (] Other bookmarks

Please provide the account username to change or reset your password:

Username

2. TGSN) e2dz KIS SYyGiSNBR G(G(KS dzaASNYylFYS:E Ot A01 GKS W{
3. The password reset link will be sent to your registered email addres
4, D2 (2 @&2dz2NJ SYIFIAf Ayoz2EZ 2Ly GKS SYlFLAft FyR Of A 0]

Example email:

= T & & - = WebPortal Fax Password Change - Message (HTIVL) 7T H - O X
MESSAGE

-8 CReply | [P Microsoft APC Yo o | B¥Mark Unread ari?; i Q
@_ Reply All (=9 Manager - _;m HY Categorize ~ B -
39 . Delete =) - | |= . - Move Translate Zoom
£ Forward Team Email = - ‘d = | |* Follow Up - . [y -
Delete Respond Quick Steps ] Move Tags [F] Editing Zoom -~

Mon 5/10/2015 12:03 PM

Web Portal Fax Password Change

To T

/%/Nel:Fonew

Account Verification

To change or reset your account's password, click the link below:

Reset Password

Copyright & 20052015 My Net Fone Austrailia Pty Ltd. All ights resenved.
MyNetFone is a registered trademark of My Net Fone Austraka Pty Lid
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5. The link will open in a new web page where you can enter a new password.

b20SY LG A& GKS I 002dzy (i KdstridutiNgd dny ied gaks@ofds withinthek G & G2 Y
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Update the registered email address

If you would like to change the registered email address, please contact MyNetFone Business Technical
Support on 1300 887 899.
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