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Access Fusion Fax Service

To access the Fusion Fax Service Portal:
1. Go to http:/fax.fusionconnect.com (we recommend using MS Internet Explorer).

2. At Welcome Screen enter your own unique User ID and Password.

fusion

»Welcome
S sa— Welcome to FaxAgent, powered by Fusion.
| Please log into the web-based portal by
entering your usemame and password.
Password:

Don't forget, FaxAgent will launch directly
| within Qutiook (and many other popular
applications) for seambess faxing and

: il i .
[_] Remember My Usermame SUBMIT email integration,
D Log Me In Automatically

‘ Passwond Recovery

For Additional Support Call: +1 [888) 3011721 &
Email: customersenvicei@fusionconnect.com

Search Tab

Reviewing the menu choices in the upper right of the screen, the first item listed is the “SEARCH" tab. Once logged in you will see the
“Search” screen pop up if you have sent or received any fax documents previously. Using the “SEARCH" tab you can search through
existing documents by several different criteria.
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SEARCH VIEW SEND SETTINGS ADBRIMN LOGOUT

Dowmboad Pring Clignt
Wi AN Faees . Filters:  [Last Mosth w | | -— Fobect Typs — | | Salaet Fobtir — = | B
I ! -
Wiw Al Faces - Faied
InGoming Faxes G 13 D
:n:m :;a.‘q-:: = 'F-'-q.n-:-'_u-:-:
mcoemanyg Fazes adpd - .
Ouigoing Faxes Ty e ity Type: [ Setect Type — |
E Fax 5: +1 (809) 4958168 Folder: [ Sebect Folder — ]
S Tracking:
Schedubed Fax
E':rhalldr'n-::ue: DaterTime: TR2ECAI14 337 P Mobe: | H
Canceled Faoss Page Countz 2
Dl Faxes Fax Stabs: Success
FanBridge Info =
Mt atean Hial =
e Sy Messape 22 1480567 ﬁl Type: |...1 Tabact Type —ee [ | ﬂ
Fax C5ID: Somty
Fax & +1 (509) 4955169 Folder: [-— Select Folder — [ ]
Tracking:
DadeTieme: 7282014 3:17 PM Mote: | B
Pagre Count: 2
Fax Status: Succoss
Mosnage 5 1450555 L Tee [ ] W
Fax CSID: -2
Fax #: +1 (873) 8129651 Forer: [T~ |
Tracking:
DiateTime: 7282014 313 P Mote: | H
Page Count: 2
Fax Stabus: Success

When you click the Icons along left side of page the following functions will be performed:

1. Download
2. Print Preview &
3. E-Mail =
4, Assign i
5. Delete g

There is also one icon along the right border of the page (Launch).
This launches the “View" page (in a separate window) for that particular document.

The Search Tab allows you to search Incoming, Outgoing or Cancelled faxes, by date, type (business, personal, etc.) and within New or
0ld Folders. You can also print or preview a copy of any of the documents listed on the page with the click of a single button.
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View Tab

The VIEW tab allows you to view documents along with their delivery, tracking and status information. You can also UPDATE the TYPE
and FOLDER status of the document so that it can be archived and searched for later.

m SEARCH | VIEW SEND SETTINGS AOMIN  LOGOUT
g Download Print Clignt

Message #: 1450600 %’ ﬁ@%e%gﬁﬂ .
Fax CHD: Somfy
Fax #: 16094555169 = A — -
el [— Select Type [#] [—Select Falder £ =]
DateTime: TRE2014 33733 PM
Page Count: 2
Fax Status: Success

& 12 > NBS Fax Transmission
-2 To:  Demo Fax From: S73TT41308
Fax: «1(500) £558168 Date: 72e2014
RE: Demo Fax Pages: 2
Comimenis
Dasre FAK!S

The Icons along top of the page perform the following functions (note: download, print preview, e-mail and delete icons are the same):

43 REFRESH & FuP EdeE3 ORIENTATION ) FAX

To E-mail From View Page

Clicking on the “email” icon here will pull up a separate “send” window that will allow you to e-mail an electronic copy of the document.

fusion
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m SEARCH | WVIEW | SEND SETTINGS ADMIN - LOGOUT
= Dramisad Pt Clsgrd

Message 8: 1430600 2 4B I8 =800
Fax C3x Somdy
- r::l: TE09LEE 15D [— seect Type — v | || St Fider — I |
racking:
DabeTimeez 722014 33733 PM
Page Comnt: 2
Fax Slabe: Success

FORWARD D UMENT:

| e

[prarrainms

|hmmpﬂ1mutm

Fill in the Name and Email Address of the intended recipient. Then enter the Subject and Email Body or message and press SEND.
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Send Tab

Recipient Info Section

A fax can be sent with or without a “Cover Page” (click the drop down menu to choose). If you choose to include a Cover Page a small
preview image of the page will display in the small box on the right side of the page.

SEARCH WVIEW | SEND | SETTINGS ADMIN LOGOUT

COVER PAGE INFO: RE SET MEXT 4

Fax Number: +[1_ | 2 Cover Page: [Cmr Page vl

Deliver To: | Schedule: | send immediately
today L

Senl From: [g737741309 Tracking Key: fomamos
Be2014
Fi et &m2014

ax Subject [ kb
82014 - 5 days
aMoz014
812014 ~
&n2en4
B4
1472014 - 10 days
&n52014
SMeZ014
BNTrRZ014
BM&2014
8192014 - 15 days
972014 - 30 days
1WN2014 - 60 days
11722014 - 90 days

Hotes:

You can also “Schedule” when to send your fax. You can pick “send immediately” or “today” or any day within a two week period.

Attachments Section

To add file “Attachments” to your Fax click the “Browse” button and choose any file from your computer. Multiple file formats can be
accepted and attached to follow your cover page. A list of these file formats is provided on the “Attachments” page.
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m SEARCH WIEW | SEND | SETTINGS ADMIN LOGOUT
Dowmicad Print Clignt

ATTACHMENT 5: Add opiional files to be included in fax

Selected Files: Accepted File Formats:
3 tollfreetel JPG

Image Files (TIFF, GIF, PNG, JPEG)
Adobe Acrobat Files (POF)

Miicrosofl Office: Files (DOC, XLS, PPT)
Prinler File Formals (PCL, EPS, PS)
Indernet Files (HTML, XML, X5L)

Texl Files (TXT, RTF)

& & & & & @

Once the file is attached it will show up under “Selected Files” and can be removed and replaced with another file if you change your
mind.

Preview Fax Section

The PREVIEW FAX page displays a “Page Review" that shows you a small image of the Cover Page (along the top of the page) and it
also indicates whether or not you have a file attached.
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SEARCH VIEW | SEND | SETTINGS ADMIN LOGOUT

m

PAGE REVIEW: &= EI.'.lII NEXT =

4

NBS Fax Transmission

To: SSDELIVERY ADDRESS_MAMESS From: SSMESSAGE HEADER FROMSS
Fax. 35DELIVERY DISPLAY_ADDRESSSS Date:  3SMESSAGE CREATE_DATESS
RE: SSMESSAGE HEADER SUBJECTSS Pages: SSDELIVERY NUM_PAGESSS
Comments:
SSMESSAGE HEADER NOTESSS

The large Cover Page image shows how your cover page will be laid out. It substitutes strings of letters and symbols in the fields where
your message and contact details will be listed. The data you entered in the “Recipient Info” section will populate these fields in the
actual cover page that is sent.

Send Fax Section

Before sending your fax, the system gives you the option to “Set Filters for Easy Archiving.” Pull downs ask you to choose a Type and
Folder and there is a box where you can add a Note.
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SEARCH WVIEW SEND SETTINGS ADMIN LODCOUT

OPTIOMAL: Set Filters for Easy Archiving

"‘EDII SEND =

Filters allow faxes to be guickly located in the future. You can switch over to the settings tab if needed to modity filter
eptions. Your fax send session will not be reset.

Business
Type: | Seled Type — ¥ " |personas
Folder: [— Seect Foder — ]
Hotes: | -H""--. .
o]
W pecded, you chn send & copy of the fax tra Eaabon o sddit l Feciphenta
] —
P 1':'-" ~] ‘I_ | name: |
[Emat [~] name: |
™) [Emat T [ name: |

E,——*

In addition, copies of your fax can be sent to up to 4 other recipients. There are options for sending each copy to either a Fax or Email
address, and a place to fill in the name of each recipient.

When finished, press the “SEND" button to initiate your fax transmission.

Confirmation Section

Your fax is now queued for delivery and a message tracking number is created so that you can search for the document later. Click on
the “Search” tab to view the new document and its transmission status.

SEARCH VIEW | SEMD @ SETTINGS ADMIN LOGOUT

-

ME S SAGE:

(L) Fax queued for delivery to: +1 (973) 6382187
{7 messape = 1486129

MORE OPTIONS:

Send a new fax

Send this fax {0 another recipient
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There are “More Options” along the bottom of the page that allow you to either send another copy of this document, or to send a new
fax altogether.

Settings Tab

Profile Section

The Profile section allows the user to choose default settings for the use of cover pages, return e-mail address, how and when you are
notified of fax status and other self-identifying information.

m b P o SEARCH WVIEW SEND | SETTINCS | ADMIN LOGOUT
PROFILE FILTERS PASSWORD MNOTIFICATIONS PERMISSIONS SAVE =»

Hame: Phone: Company: Fax C5I0:

[s7ar7ar309 | [nes [userset [+ ] [NBS Field Group

Primary Email; Notify On Send: Notify On Receive: Calier ID:

[Eeiagroup@nbsvoice com |al w |mme w Ial w In-dl w Iuse( sat | w | [9T3TT41309

Primary SM5: Motify On Send: Motify On Receive: Area Code;

| [mene ] [innerited [ | |

all
" A . SUCCEsSS

Default Cover Page: ccount Code faifure

[~ use defaul - 2

Usage Limitz Assigned Fax Numbers: Primary:

Billing Staterment Day of Month 1 «1 (973} 7741309 )

Allowed Pages Per Statement | hierted % | |

Extra Pages Purchased This Statement

Usage Summany:
Faxes Sent This Statement F Total Pages E
Faxves Received This Stalement ) Total Pages |0

Some of the settings on this page are set by the System Administrator based on the options chosen by the customer when the service
is initiated.

Filters Section

Filters are used to archive and organize your Fax. documents. Documents can be designated as “Business” or “Personal” (or any other
category you want to created) and saved in “New" or “0ld" folders.
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fusm e SEARCH VIEW SEND | SETTINGS | ADMIN  LOGOUT
L Downigad Pring Clieng
PROFILE FILTERS PASSWORD NOTIFICATIONS PERMISSIONS
MAMNAGE TYPES: MANAGE FOLDERS:
iF Types = Folders
—'—- Business B New Customers
& sales & o
& Customer Support E New

i Field Group

| 2e o=

You can change, delete or add items in each of these categories by using the “+" and “-" buttons along the bottom of the page.

Password Section

The PASSWORD section of the SETTINGS tab will allow the user to change their login password at any time. Your original login is set
by Fusion, but once the portal is accessed for the first time, the user can change it to his or her own liking to ensure a higher level of

security.
fUS@ Bkt (lond SEARCH VIEW SEND | SETTINGS | ADMIN LOGOUT
PROFILE FILTERS PASSWORD MNOTIFICATIONS PERMISSIONS
Okd Password: MNew Password: Username:
| | |a737741300

Confirm Password:

Please enter your cid password, new password, and new password confirmation,
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Notifications Section

Notifications are used to let the User know the status of a message. As previously shown in the PROFILE section of the SETTINGS
tab, a user can be notified (on Send and/or Receive) by print or e-mail. E-mail notifications can be sent as a message link only, or as a
message link as well as with the actual faxed document attached.

fl‘Bm e SEARCH VIEW SEND | SETTINGS | ADMIN  LOGOUT

PROFILE FILTERS PASSWORD MOTIFICATIONS PERMISSIONS
Wetification Type: JEELEEFLE S0
advanced nodificabons
Notification Address: Natify On Send: N On Receive:
gfemal [~]] IH I w| [an W Iu-m w
|m W | |suecess |w| |mone [w]
g [email [w] | |tabure [ [none | ve| [fire | |par ]
@fsms T [noce (] [none [v]
@ [emai [~ | [none  [w]|[none [v| [none | v|[none [w]

Permissions Section

Permissions enables the user to activate, authenticate or allow certain security features based on privilege levels. There are also
several advanced settings related to concurrent faxes and billing issues that should be set by your administrator.

fus@ e SEARCH WIEW SEND | SETTINGS | ADMIN LOGCOUT

FROFILE FILTERS PASSWORD MNOTIFICATIONS PERMISSIONS
Permissions Advanced Settings
[+ Active Concurrent Faxes [unlimited |[v]
[[] Awthenticaie External Billing Code |nw ]
[+ Allow User to Assign Inbound Faxes Bill Statement Day [userset |w] [i ]
Privilege Level [ETETNN ~ | Bill Start Year inhesited [ I—V‘

Bill Start Month Ill"lh!'l'rl!d VI I e
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Send Fax Via Print Driver

Print Driver Option

Fusion’s Fax Service also has the ability to send a fax directly from any Windows application with a Print Driver function. Simply install
the Client Print Driver on your machine so that you can invoke the “FaxAgent” print function from the Fax Service. To download the
driver look for the “Download Print Client" link on the top of each page within the Fusion Fax service. When installing make sure in the
“Server Connection Configuration” pane you list the Fusion Fax URL in the “Server Hostname" box (enter “fax.fusionconnect.com” in
that box if it is not already there).

Cerfigure the connection setlings bo the Facdgent servers in pour metwork

FaxAgent Server 1: reguired
Display Mamee  |Fussion
Frolocol  [haip »| Pt @

Server Hosiname [z fusioncannect com

FaxAgent Server 2: optional
Display Mame |
Frotocol | hip

Serves Hostname |
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Once installed open any document you wish to fax and simply choose to “Print” the document using the “FaxAgent” driver as your
selected printer. The document will be sent to the Fusion Fax queue and a preview of the page you wish to send will appear in the
FaxAgent Printer window.

Press “Continue” and the Fusion Fax Service page will automatically pop up (within the Send section) with the Recipient Info ready to
be filled in.

FieEa\rdep

H—— mmm

COVER PAGE INFO:

st o [ G CoverPegm |T_[
DebvarTe [ s [eenawmamey =]
Sent From: IW Tracking Hey: I—
Fax Subject: [

Bodgas
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Once that information is completed you would just press “Next” to see the Page Review just like in the Fax Preview section previously
mentioned in this guide

Fax Preview Section

Once again the PREVIEW FAX section displays a “Page Review" that shows you a small image of the Cover Page and a small image of
any page or pages from the document you chose to print with the FaxAgent printer option.

File  Edst  Weew Help
| :

NBS Fax Transmission

To  EDRAVENTACORESS WAER From: SMESSAZ FEACEN oA
Fax: BOOVERY DESAT ADORESSSE Dl JETSLATE CAEATE DATEH b
HE:  FREARIE SLADE R B CT Pagew HOELEST UL BaSEE

Cawerasiy

ERESLACE FEATES MO TESEE

Send Fax Section

Before sending the fax the Optional Set Filters page will display. Filters allow you to categorize and label these faxed documents so
that they can be quickly located in the future. There are also options here for you to add additional recipients either by fax or email.

Copyright ©2019 - Fusion, All rights reserved 16




USER GUIDE

File Edit View Help

OPTIOMAL: Sed Flllers for Easy Archiving = EDIT SEMD =

Filters alow faoe s 10 Be guickly loecated in the futune. You Can switch ower 1o the SEttangs tak
o meeaded 10 Modily Titer SPUOHS. TOuT Tax S&nd SS830n Will Hot b reset.

Trpe: [ |
Fosder: [ - |

Motes:  [iest

M needed, you can send a copy Of the fax Eransmissson 1o additional reciplents:
THT || —
T | —— |
|E—\al :_] Imlerna-ﬁmilunwneul com names [rmie

|eman [~ | names |

h"’%‘ - - - 683

Confirmation Section

At this point the user would press the “SEND” button. Once “SEND" is clicked the document will be sent to the Fusion Fax Service client
queue and a confirmation message (stating “Fax queued for delivery” with a tracking number) will appear. You can also check the
status of the fax by going to the Fusion Fax Service Web Portal and clicking on the SEARCH tab. If the fax does not immediately appear
click your browser's REFRESH button and you will see it listed with the Fax Status and all other relevant details.

Fde Edt  View Help

1: Recipéent nfo m Az Send Fax % Confirmaition

RIE 5 SAGE:

(T} Fax quemed for delreeny 1o: +14 (573} TT41309
] Message = 1453908

MRORE OPTHHS:

Crow

(033

Your Fax has now been sent, recorded and archived for later search and retrieval.
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SEND FAX VIA E-MAIL

Fusion Fax Service also supports outgoing faxes sent directly from an outlook/mail client.

In this scenario the user would send an email to: faxnumber@fax.fusionconnect.com (i.e.: 9738129661@fax.fusionconnect.com).
Any attachments to this e-mail message would be sent as a fax via our Fusion Fax Service.

Please note that the email MUST come from the primary email address listed as the username in the fax server. This is how the fax
server determines what user the fax is coming from. At this point only one primary email address can be defined on the fax server (no
matter the user).

Additional questions about Fusion Fax Service? Contact Fusion Technical Support at 1-888-301-1721 (option 2).

fusion
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