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Let's Send a Fax from a Windows Application 
1. Work within a Windows application such as Microsoft Word. 

2. Select File…Print; in the Printer Name box, select Biscom Fax Printer; click OK to 
be automatically transferred to the Send Fax dialog. 

 While you can enter detailed Send To information on the Send Fax 
dialog box, the only information REQUIRED to send a fax is the destination fax 
number in the Fax Number box. 

3. To add additional files from any Windows application to the fax, click 

. You are returned to the application from which you called the 
Biscom Fax Printer. 

4. Either open another file in that application or open a file created in another 
Windows application.  “Print” that file to the Biscom Fax Printer and be returned 
to the Send Fax dialog. 

5. Once you have added all the files you want to the list, continue with filling out 
the Send Fax dialog. 

6. Enter fax recipient names yourself, or click either  or  to 
select recipients from previously-created lists. 

7. To automatically add a fax recipient to your Private phone book, click 

 and click OK. 

8. In the Cover Page box, specify a Subject to be printed on the cover page. 

Either use the default cover page, or select from a list of available cover pages, or 
click  for no cover page. 

9. If you do NOT want the fax to be sent immediately (ASAP), click either  

  

10. If you select Delay Until, select the appropriate Date and Time.  (Offpeak goes at 
whatever Offpeak time has been configured for the fax service by the 
administrator.) 
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11. To save the fax in a Sent fax folder and send the fax, click both  

and  to enable the Folder fields.  (To save the fax in a folder without 

sending the fax, click only .)  

.  Select the folder in which to store the 
fax and enter a REQUIRED descriptive note to identify the fax.  Once you have 
saved the fax in a folder, you can later select the folder, open the folder, select 
the fax, right-click and select Review/Submit from the shortcut menu to resend 
the saved fax. 

12. Depending on what you chose, click  to save and send the fax, save 
it only, or send it only.  

Building One Fax with Multiple Attachments 

The  button on the Send Fax dialog enables you to build one fax that 
includes multiple attachments – up to a maximum of 100.  Once you click the 

 button, the FAXCOM Client begins keeping a running list of the files 
you attach, enabling you to close the Send Fax dialog and select additional 
attachments to add to the list of attachments.  You can select the files that 
comprise the list of fax attachments from the following sources: 

• Any open Windows application file that you “print” to the Biscom Fax Printer (as 
explained in “Let's Send a Fax from a Windows Application” section above) 

• Previously-received faxes in any FAXCOM Client Received fax folder  

• Files you select in Windows Explorer 

Note:  While in theory you can attach up to 100 attachments to a fax, you 
should check with your fax service administrator to verify the exact number you 
are configured to attach. 
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To Select Previously-Received Faxes: 

1. Run the FAXCOM Client and open a Received fax folder ; select one or 
more faxes, right-click and select Send to Fax Recipient to be automatically 
transferred to the Send Fax dialog. 

2. If appropriate, click the  button to save the received faxes you 
selected to be attached and select additional faxes from the same or a different 
Received fax folder, right-click and select Send to Fax Recipient. 

3. Continue the process until you have attached all the previously-received faxes 
you want. 

Select Documents from Windows Explorer: 

1. In the Attachments area on the Send Fax dialog, click the  button to 
display Windows Explorer. 

2. Select the appropriate file and click Open to be returned to the Send Fax dialog 
with the file added in the Attachments list. 

3. If appropriate, click the  button again to continue the process of 
selecting files from Windows Explorer to attach to the fax. 

Previewing an Outgoing Fax 
Before actually transmitting a fax, you can preview its contents by doing the 
following: 

1. When addressing and creating the fax on the Send Fax dialog, check 

.  Notice that  is automatically deselected. 

2. Click  to send the fax to the fax server. 

3. Click  in the Folder list. 

4. Locate the appropriate outgoing fax and note its Status. 

5. When the Status is Ready for PREVIEW, select the fax entry to open the fax in the 
Viewing pane.  
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6. To actually send the fax, select the fax entry, right-click and select Release 
from the shortcut menu. 

Monitoring the Queue 

 Be aware that you can specify on the View/Log Options tab whether or 
not the Pending queue is displayed; also be aware that you can manage only your 
own fax jobs in the Pending queue. 
Once you have queued a fax, you can monitor its progress and make last minute 
changes to the transmission status and destination fax number.  You can even 
delete a queued fax.  If you chose to preview the fax before sending, you can open 
it for previewing from the Pending queue.  

1. Either select Logs…Pending Queue or the  item in the Folder list.  

2. To display only your faxes, right-click anywhere in the queue and select Only 
User's Faxes from the shortcut menu. 

3. To change the time of transmission, destination fax number or Transmission 
Priority, double-click an entry to display the Change Pending Entry box, make 
your changes and click OK.  (You can also select multiple entries, right click and 
select Change … from the shortcut menu to make changes; in that case, the 
changes you make to Schedule and Priority apply to all selected faxes.  You can, 
however, select the No Scheduling Change radio button to retain the original 
scheduling for each fax.) 

4. To place a fax on Hold, highlight an entry and select Hold from the shortcut 
menu  

5. To release a fax from being on Hold, highlight the entry and select Release from 
the shortcut menu. 

6. To delete one of your faxes, highlight the fax and select Delete from the 
shortcut menu. 

Let's Receive a Fax 

1. Open a Received fax folder . 
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2. Either single-click the entry to view it in the Viewing pane, or double-click the 
entry to open the fax with FAXCOM Viewer. 

You can also right-click and select Get Next Unread Fax to view the oldest, 
unread fax in FAXCOM Viewer (where new unread faxes are displayed in bold). 

3. If you opened the fax in FAXCOM Viewer, use the FAXCOM Viewer menus to 
perform such functions as:  rotating the image, stacking/unstacking pages, 
erasing an image area, touching up the image, etc.  

4. Use the various tools to add text, draw an arrow, draw curved and straight lines, 
highlight an area, etc. 

5. If appropriate, in a multi-page fax, separate the fax into two faxes – one from 
the pages before the currently-viewed page and one from all pages forward, 

including the currently-viewed page – by either clicking  or select Split Fax 
on the Edit menu.  The fax is then split into two separate faxes. 

  Be aware that the Split function is NOT available on the first page of a 
multi-page fax. 

6. To access an additional option for splitting the fax, select Split…on the Edit 
menu, and select All (and click OK) to split the fax into individual pages.  For 
example, selecting All for a 10-page fax results in 10 separate faxes. 

7. If appropriate, forward the fax to an e-mail recipient, by either clicking  or 
selecting Send Fax to Mail Recipient from the File menu (or right-clicking and 
selecting Send Fax to Mail Recipient from the shortcut menu). 

You are automatically transferred to your email application New Message 
window with an attachment icon for the fax.  Address and send the fax as you 
would any email message. 

8. When you are finished using the FAXCOM Viewer, exit back to the Received fax 
folder. 

Using FAXCOM Client 
Now that you have sent and received a fax, let’s back up and take a look at each of 
the FAXCOM Client functions. 
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Using Options 

1. Either click  or select Tools…Options to display the Options property 
pages. 

2. Specify the defaults for your use of the fax service: cover page sender 
information, transmission resolution, transmission status notification (All faxes 
or Failed Only), default received fax viewer, default Folder and cover page file. 

 As you saw when you sent a fax, you can override these defaults for a 
specific fax on the Send Fax dialog. 

Using Login 
1. Select File…Login to display the login dialog box. 

2. As advised by your fax service administrator, select the appropriate Login with 
option, either: 

Active Directory Account – uses the information specified for you in the Active 
Directory directory service so that no login to the fax service is required. 

NT Domain Account – uses the same User Name and Password combination 
with which you identify yourself when logging into Windows. 

FAXCOM Account – uses the name specified for you when the fax service 
administrator added you to the fax service. 

3. Verify your login name and the network location of the fax service. 

Using Send    
In addition to accessing the Send Fax dialog from a Windows application, you can 

also click  or select File…Send Fax… to access the Send Fax dialog directly.  
The direct method is recommended for sending simple fax memos (and when your 
location has the Translation Server program that enables you to attach files in any 
of the supported formats: MS-Word, MS-PowerPoint, MS-Excel, MS Project, Lotus 
WordPro, Lotus FreeLance, Lotus 1-2-3, WordPerfect, Visio, Adobe Acrobat, Web 
page HTML documents).    

1. Fill out the Send Fax dialog box as described above. 
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2. To attach a file (in one of the supported formats), in the Attachments Name text 

box, enter the full path name of the attachment and click  or click 

 and select the file.  Then continue the process of sending the fax.    

Using Sent Fax Folders and the Activity Log 
Since we have already used the Pending Queue and Received fax folders, let’s look 
at Sent fax folders and the Activity log. 

Using a Sent Fax Folder 

1. In the folder listing, select a Sent fax folder, identified with the  icon. 

2. If there is a failed entry (fax status does not say “ok”), you can highlight the 
entry and select Review/Submit… from the shortcut menu to either resend the 
original fax, or modify the original before resending. 

Viewing the Activity Log 
• If you have chosen to display the Activity log on the View/Log Options tab, 

either select Logs…Activity, or the Activity log item  in the Folder list to 
display the Activity log listing all attempted fax transmissions, successful and 
unsuccessful, and any faxes received. 

Using Phonebooks 

1. Click u to display your Private phonebook. 

2.  . 
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3. Right-click and select New Entry or New Group as appropriate.  You can even 
select a user/group, right-click and select Send Fax… to be automatically 
transferred to the Send Fax dialog box to send the user/group a fax. 

4. Click  to view the Public phonebook maintained by the fax service 
administrator. 

5. Select Tools…Phonebooks…Import to merge an existing phonebook database 
into a fax service phonebook. 

6. Select Tools…Phonebooks…Export to export your existing fax service Phone 
Book into a comma delimited ASCII file (that can be imported into the phone 
book of another application 


	Let's Send a Fax from a Windows Application
	Building One Fax with Multiple Attachments
	Previewing an Outgoing Fax
	Monitoring the Queue
	Let's Receive a Fax
	Using FAXCOM Client
	Using Options
	Using Login
	Using Send   
	Using Sent Fax Folders and the Activity Log
	Using Phonebooks



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000500044004600206587686353ef901a8fc7684c976262535370673a548c002000700072006f006f00660065007200208fdb884c9ad88d2891cf62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef653ef5728684c9762537088686a5f548c002000700072006f006f00660065007200204e0a73725f979ad854c18cea7684521753706548679c300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020b370c2a4d06cd0d10020d504b9b0d1300020bc0f0020ad50c815ae30c5d0c11c0020ace0d488c9c8b85c0020c778c1c4d560002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken voor kwaliteitsafdrukken op desktopprinters en proofers. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents for quality printing on desktop printers and proofers.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /NoConversion
      /DestinationProfileName ()
      /DestinationProfileSelector /NA
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure true
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /NA
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


