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Introduction to RightFax

The RightFax system is a network solution for creating, sending, receiving, and
managing faxes from your desktop computer. Users can retrieve incoming faxes
directly from the RightFax system.

This manual covers information about RightFax within Outlook and RightFax
Connect Utility.

@-a Objectives

By the end of this manual the user will be able to:

Access Rightfax

Receive a fax from Email

Access RightFax Connect Utility

Receive a fax from RightFax Connect Utility
Search for a fax in RightFax Connect Utility
Send out a fax in RightFax Connect Utility
Send out a fax through Outlook

Fax from a Microsoft Office Menu

L o N o kWD

. Faxfrom the Task Bar Tray
10. Use Help Options
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ACCESSING RIGHTFAX

There are multiple ways to access the RightFax software. Incoming and outgoing faxes can be

accessed by email and through the RightFax Connect Utility application. There is a link to RightFax

in your system tray area in your task bar. Outgoing faxes can be sent using the print menu in your

existing office program.

View () Tell

7 ‘5 Ignore x 7N (ﬁ
= (& 2F
Ij Jél m 7 Clean Up ~ ﬂe
New New 'S 8®Junk Delete Reply Re
Email Items ~ | a fax Status A
New RightFax Delete
> Seard Send a fax ;x -
All | Create a new message with fax capability. -
)
10 4 Y{ [z Open Text RightFax Outlook
5 R Add-In
£
£ e Tell me more
W
E E l . . S

OUTBOUND FAX VIA EMAIL

RIGHTFAXIN
SYSTEM TRAY
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Al Apps  Documents Web  More ¥

Best match

74 RightFax FaxUtil
App

Search the web

L Rightfax FaxUtil - See web results
bl rightfax faxutil web

L rightfax faxutil 10.6

P rightfax faxutil icon

el rightfax faxutil client

P rightfax faxutil manual

O rightfax faxutil status

b rightfax faxutil download

v v v v v v v v v

O rightfax faxutil instructions

£ Rightfax FaxUtil

RightFax FaxUtil
App

7 Open
O Run as administrator
[ Open file location

53 Unpin from taskbar

= Pinto Start

il Uninstall

Print

=

Print

Copies: |1

Printer

OneNote for Windows 10

% Ready -
@ Fax

Ready

< Microsoft Print to PDF

=¥ Ready

< Microsoft XPS Document Writer
Ready

~.. OneNote for Windows 10

RightFax Fax Printer

=2

Snagit 2020
Ready

Add Printer...
Print to File

RIGHTFAX CONNECT UTI LITY
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INCOMING FAXES VIA EMAIL

When a fax has been received by RightFax, a notification should appear in the designated email

inbox.

MNJISA BILLING - Inbox - NJISA BILLING - Outlook

ve  Folder  View

~N N 5 =
— — E M ults 5 To Manager
x ﬁ(i E_(i t') <l El Team E-mail ¥ Done

=i
EI .:.';j CleonlP™ bt | Reply Reply Fovad
o e & Junke- g Aﬁ"y EMore~ | Reply&iDelete  # Create New
New Delete Respond Quick Steps
4Favorites | [seareh curent Mailbor (ctri-g) P [ cuent Mailbox_-
Sent Items
Inbox

Deleted ltems 598
RightFax E-mail Gateway ]
Afax has arrived from remate 1D, 828AM
Afax has arrived from remate I,

4 peterstb@rowan.edu
Inbox RightFax E-mail Gateway i
— 7 page fax for NIISAADMINISTRATIVE from has arrived (Tel., 828 AM
7 page fax for NJISAADMINISTRATIVE fram. has arrived
Drafts

> Deleted ltems 598
1> consul ks
b Paula Coppinger
Junk Email
Qutbox
Junk E-Mail
RSS Feeds

- Search Folders

4NJISA BILLING
Inbox
Drafts
Sent ltems
Deleted ftems
Junk Email
Outbox

Search Folders

= o= s B -

v ~ W > o
=1 -@ & m | [ Address Book St.
ore

_ Move Rules OneNote Unread/ Categorize Follow
M - - Read - Up~-

Y Filter Email~
Move Tags Find Add-ins

€ Reply €3 Reply All G} Forward
Tue 5/26/2020 8:28 AM

RightFax E-mail Gateway <rfax@smtp.rowan.edu>

A fax has arrived from remote ID *'.
To NIISABILING
@ We removed extra line breaks from this message.

00000521.PDF

w | 237KB

Afax has arrived from remote ID ",

5/26/2020 8:23:31 AM Transmission Record Received from remote ID ™
Unique ID: "NJISECCD2FC6C3D"

Elapsed time: 4 minutes, 3 seconds.

Used channel 1 on server "RIGHTFAXAPPOL".

ANI: "TA10.244,240,10:1720, TEL:18567"

AOC:0,0,0

ECM

Resulting status code (0/352; 0/0): Success Pages received: 1-7 Delegate ID:

INBOUND FAX VIA EMAIL

Incoming faxes can be found in your inbox by selecting the designated email inbox for RightFax
in Outlook. Follow these steps to view inbound faxes in Outlook:

1. Select the inbox or folder that has been established for RightFax incoming faxes.

2. Select the email notification to see fax details.

3. Ifthefaxis able to be retrieved from the email notification, or as an attachment, open the
fax from the email. Forthe example above, the fax has been sent in PDF format and can be
opened the same way a standard email with a PDF attached can.

4. If you cannot access the fax directly from the email notification, open the RightFax Connect

Utility to access your fax.

If you need to have an inbox created for this step, or have a fax line converted to RightFax, please
contact Rowan Support at support.rowan.edu or 856-256-4400.
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RIGHTFAX CONNECT UTILITY

In the RightFax Connect Utility application, incoming faxes can be accessed and viewed. If a fax
has been received via email but the email was deleted, the fax can still be accessed via the RightFax
Connect Utility application. In addition, faxes can be sent through the RightFax Connect Utility.

Al Apps  Documents Web  More ¥ o

Best match

.| RightFax FaxUtil
-4 RightFax FaxUti

App
Search the web RightFax FaxUtil
IgNtrax raxutl
L Rightfax FaxUtil - See web results > App
AR rightfax faxutil web ?
R rightfax faxutil 10.6 > = Open
F‘ .
0 rightfax faxutil icon P U Run as administrator I
AR rightfax faxutil client ? I3 open e locaton i
. . 5 Unpin from taskbar
R rightfax faxutil manual ?
' Pin to Start
R rightfax faxutil status ?
@ Uninstall
AL rightfax faxutil download >
AR rightfax faxutil instructions ?

L Rightfax FaxUtil

RIGHTFAX CONNECT UTILITY HOME SCREEN

Open RightFax Connect Utility on your computer through either the start menu, desktop shortcut,
the task bar, or applications folder.
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INBOUND FAXES IN RFC UTILITY

) RightFax FaxUtil
File Fax List Tools Help

% X|R& B

New Fax

E | Rightfaxappot (ROWANADS
ol A

B Mein
(& Trash

@2, Workflows

@y Other Users

% 0 faxes listed

INBOUND FAXES VIA RIGHTFAX UTILITY

Inbound faxes can be accessed in the utility program by selecting the designated location within
the application. Follow these steps to view inbound faxes in RightFax Connect Utility:

1. Select the All folder to see the current faxes.

2. Ifthe Allfolderis not visible, select the + sign next to the user folder. The All folder
should now be visible.

3. To open the fax, double-click on the fax title.

4. To make the fax appear darker, select the Tools menu, select Gray Scale, then select 16
Shades.

5. You can now Print, Email, or Save the fax. These options are found in the File menu.
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R

FC UTILITY

In the RightFax Connect Utility application faxes can be sorted, viewed, and searched.

Show 25 v faxes

N U A W

Q& I © Date/Time To/From/File Fax Number/Em... | Pages/Bytes Status
1 2 3 45 671 ! I ! !
Fax catagories 1 - 6: N

@

document type:

Fax flags: 4 = sent ¥ = received, = printed, Ll = converted to

text (OCR), = converted to PDF,
forwarded to another RightFax user. In addition, flags can indicate the

.y
Dﬁ or 5 sent or received fax

= certified delivery message, M - SMS message,
I‘E.i = Emailed, =3 = Fax routed to email.

Status indicators: O = preparing for transmission, “ = transmitted,

= not transmitted due to error; will be retried, o = not transmitted
due to error; will not be retried.

Indicates if the document was sent or received. Inbound
faxes are shown with a yellow down arrow and outbound
faxes are shown with a green up arrow.

Indicates if the document was viewed.

Indicates if the document was printed.

Indicates if the document was OCRed.

Indicates if the document has a PDF attached.
Indicates if the document is Certified, Secure, or Email.

The categories listed below can be used to sort faxes
using specific criteria. To change the criteria, right click
on the category and select a different option listed. To
see more options, select the triangle at the end of the list.

7 Save Contents As...

Print ltems...

The Fax Flags image is owned by RightFax.
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Indicates whether this document was sent or received
Indicates whether or not this document has been viewed
Indicates whether or not this document has been printed
Indicates whether or not this document has been OCRed
Indicates whether or not this document has a PDF
Indicates type of document (Certified, Secure or E-mail)
Date/Time

To/From/File

Fax Number/E-mail/ID

Pages/Bytes

Status

Billing Data 1

Billing Data 2

Unique ID

Owner

Comment

Folder

Handle (hex)

Number of TX/RX Records

Binary File Attachment Bytes

Folder ID

Last History Change

Gateway Fax

Has TX/RX Notes

Requesting a PDF

Data for newer versions

Company

Message from Transport

DID / DNIS

pletion Time
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RFC UTILITY SEARCH

!J RightFax i - O X

Ya n‘a R W @ % 8 O

(+)
New Fax to | Forward to f firmation | Phonebook Options Delegates | Refresh

A" Rightfaxapp01: King, Erica [100] Ki I

=] E Rightfaxapp01 [ROWANADS\k Show |25 v | faxes Advanced Search...
Al Q[A]@[B[RB][@]: DaeTme [TorFom/Fle  [Fax Number/Em... [Pages/Btes  |[Status [ Accourt [matter |
i Main

@ Trash

"8, Workflows
- .. Other Users

< >« >

E 0 faxes listed
UTILITY SEARCH OPTIONS

If you have trouble locating a fax, you can search for the fax in the RightFax Connect Utility.

1. In RightFax Connect Utility select the Tools menu, then the Search option.

2. Oryou can hold down the control key on the keyboard (command key for a mac), and
tap the F key. This will bring up the same search barin the RightFax Connect Utility.

3. Asearch box will appear and you can type in anything that might help locate the
fax. Thisincludes the sender name, office name, title of the fax, or other identifying
information. Any faxes that meet the search criteria will appear.

4. Thereis also an Advanced Search option on the home screen. Thisis another way to
do an extensive search using a combination of criteria you set.

%dvanced Search X
Fiter  Find
M ; Woarkflow Status
\ own lakes (® Received and Sent Information incomplete
Folder: (O Received only Waiting for conversion
- " Sending
Other Users and Groups G o 4 0K

@® None Any print condition ¥ Failed with error condtion

O Allusers to which | have Deivery Ertor condiion - vl retry

administator o delegate access o Waitngtobe sert
O Only these users: Email Queued for sending
Users: SMS Helld.im preview
Certified Delivery Walting for attachment
Attention status
Groups: [ Start Date and Time Fiinting
5/26/2020 Queued fot printirg
0
1200008M = OCR in progress
Queued for OCR
[CJEnd Date and Time Needs approval
,,,,,, I vaidation
S/ Duplcate
fiessd 11.6359PM 4 Themnal record
Cancsl
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OUTGOING FAXES IN RFC UTILITY

bl FaxUtil
File Fax jList Tools Help

Confirmation

A" Rightfaxapp01: King, Erica [100] Ki

Fax Information X

Main  Cover Sheet Notes Attachments More Options
To

Name: [ ‘ T hronod. | [ Use cover sheet

|| Hold for preview

Fax Nusber: I8 | ] AddEntry... | [ Use smart resume
lse certified delivery [ Create PDF image

Voice Number: | ‘ [JUse cheap rates
Company: ‘ ] [ Delay send

i 10:47:00 &AM —
City/State: | ‘ (r47:00 A =
Akt Fax Number: | ‘ 5/ 8/2020
Accounting

Sent

Account: | ‘ T e
Matter: ‘ ] Pages:

FAXA DOCUMENT FROM RIGHTFAX CONNECT UTILITY

You can fax a document from RightFax Connect Utility, and include a cover sheet.

1. In RightFax Connect Utility select the New Fax button or under the File menu on the left corner
of the window, select the New Fax option.

2. Enterthe outgoing fax number into the prompt and any important information in the

corresponding fields.

If you are using a cover sheet, make sure the Use Cover Sheet box is checked.

4. If you would like the fax held for preview before it is sent, check the box Hold for preview. If the
fax is held, you will need to right-click on the fax and select Status and then Release to send the
fax when you are ready.

w

© RowanUniversity 19

INFORMATION RESOURCES & TECHNOLOGY



OUTGOING FAXES IN RFC UTILITY

Fax Information X

Main  Cover Sheet Notes  Attachments  More Options

Notes to be Placed on the Cover Sheet or in SMS Message[160 bytes)

Text Limit :
Current number of text lines: 1

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

Comments for your Records

Blcr Sheet Notes  Attachments  More Options
i |

Desciiption |Native | Pages/Bytes |

=
COVER SHEET AND ATTACHMENTS

You can add information to the cover sheet and add attachments.

1. Add information in the Cover Sheet Notes tab that you wish to appear on the cover sheet.
2. Find the document on your computer you would like to fax using the paperclip icon in the
Attachments tab.

3. Select Send.
p-11 @ RowanUniversity
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FORWARD FAXES AND ROUTE TO USER

)| RightFax FaxUtil
File Fax List Tools Help

= XEaa

New Fax [ielete

Fax Information X
Main  Cover Sheet Notes Attachments More Options

To Options
Name: | | ] [ Use cover sheet

I Hold for preview
Fax Number: b ‘ I Add Entry... ] [[JUse smart resume

Use certified delivery [JCreate POF image
VYoice Number; [ ‘ [JUse cheap rates
Company: ‘ l [ Delay send
City/State: | | 10:47:00 AM
Alt. Faw Number; | | 5/ 8/2020
[
Accounting L
aen
Aecount: | | Lockup »> "
Matter | | Pages:
FORWARD OR ROUTE A FAX

You can forward and reroute a fax document from RightFax Connect Utility. Forward sends the fax
to the user and keeps a copy. Route sends a copy and deletes your copy when complete.

1. Inthetoolbar select the Forward to User or Route to User button to send a fax to another
user.

2. Enterthe outgoing fax number into the prompt and any important information in the

corresponding fields.

If you are using a cover sheet, make sure the Use Cover Sheet box is checked.

Add information in the Cover Sheet Notes tab that you wish to appear on the cover sheet.

Select Send.

If you are routing to another RightFax user in your network, a box will appear listing users. Find

the user you would like to route the fax to, and double click on their name to select that user.

If routing the fax to more than one user, keep double clicking on users until they are all added.

Select OK to send.

O UhA W
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OUTBOUND FAXES IN OUTLOOK

=7 o &
New New

Email Items -

New

v

Send / Receive  Folder  View

y sglgnore
h‘-»
‘Eg m 7 Clean Up ~
> :@,Junk
a fax Status

RightFax Delete

seard Send a fax

X QL

Delete Reply Re

Q Tell

Erica King

A BE- Fax Addressing

Fax Addressing | Cover Shest | Sending Options | Advanced Options

To

v Name

[ ] Use cover sheet

[ ] Fine mode

Name

Fax number

All | Create a new message with fax capability. -
Company
w -
0 PRI Open Text RightFax Outlook
5 Add-In
fs]
c Tell me mare
Voice number Add recipient:
<
To..
Ce.
Send
Subject
Sending Options | Advanced Options
Erica King Document Options Transmission Options
B -rfordessing ——————————— [ ] Fine mode [] Hold for preview
Fax Addressing | Cover Sheet | Sending Options | Advanced Options
From [] Use form: [] Use smart resume

[ ] Delay send until

Add library document ..

Voice number

‘Selecl adate

Conversion Bias:

Company fax number

SEND A FAXFROM OUTLOOK

If you have the option installed, you can send outgoing faxes from Outlook.

1.

N

o s

If your document needs to be scanned prior to sending, open up your scanning program and
scan your document. Save the scanned document to your computer.

Select Send a Fax from the toolbar in Outlook.

Enter the receiver’s name and company and select the To button to enter the recipient in the fax
addressing section of the email at the bottom.

Fill out the subject in the email subject field and add any attachments you would like to fax.

If you need a cover sheet included make sure you check the Use Cover Sheet box and include
the information you need in the cover sheet tab.

Choose your sending options. Hold for preview will preview the message before sending.
Smart Resume will pick up where the message left off if sending gets interrupted by network
connection issues.

Select the Send button, as you would normally send an email. p-13 @ RowanUniversity
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OUTBOUND FAXES IN OFFICE

m Fax Information - KINGE (#100) on Server rightfaxapp01 X
. Main  Cover Sheet Notes Attachments More Options
P rl nt To Options
Name: | b | ¥ Use cover sheet
< [ Hold for preview
'EB Cepien g hd Aol ﬂ I Add Enry... | ™ Use smart resume
I t ™ Cieate PDF image J
Print Yoice Number: | ™ Use cheap rates
Company: I ™ Delay send
A D 04412 AM =
Printer Ciy/State: | i Gl
OneNote for Windows 10 Alt. Fax Number; I
% Ready
Accounting
~ Fax ¢ Se
ﬁ Ready Account; I Lookup 3> | - .
< Microsoft Print to PDF Matter: | Pages: I
= Ready
< Microsoft XP5 Document Writer
= Ready
OneNote for Windows 10
% Ready
<> RightFax Fax Printer
2 ety N Cocs
< Send To OneNote 16
= Ready RIGHTFAX PROMPT
< Snagit 2020
= Ready
Add Printer...
Print to File

FAX USING PRINT

You can fax a Microsoft Office Document right from the document using the Print function.

After completing your document select Print.

In the Print menu choose RightFax Fax Printer.

Select Print.

Enter the outgoing fax number, name, and any important information in the corresponding
fields.

If you are using a cover sheet, make sure the Use Cover Sheet box is checked.

Add information in the Cover Sheet Notes tab that you wish to appear on the cover sheet.
7. Select Send.

W=

o
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OUTBOUND FAXES USING TASK BAR ICON

If your system is configured accordingly, outgoing faxes can be sent by using the RightFax icon in

TASK BAR ICON

your system tray area in your task bar.

N

o0 A W

In the task bar select the RightFax icon button.

m Fax Information - KINGE (#100) on Server rightfaxapp01 X
Main  Cover Sheet Notes Attachments  More Options
To Dptions
N | P | W Use cover sheet
[ Hold for preview
Fax Number: ﬂ I Add Entry... | 7 Use smart resume
[ [ Create PDF image J
Yoice Number: | ™ Use cheaprates
i I [™ Delay send
10:4412AM —
City/State: [ :
Alt. Fax Number: I -
A ti
ceounting .
Account; I Lookup > | i it
Matter | Pages: |
Cancel

Enter the outgoing fax number into the prompt and any important information in the

corresponding fields.

If you are using a cover sheet, make sure the Use Cover Sheet box is checked.

Add information in the Cover Sheet Notes tab that you wish to appear on the cover sheet.

Find the document on your computer in the Attachments tab.

Select Send.

p-15 @ RowanUniversity
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RIGHTFAX HELP OPTIONS

If you have trouble using Rightfax, the RightFax Connect Utility has a very useful help menu.

@ RightFax - Getting started

opentext- | RightFax”

E Contents ]

B Getting started

ﬁ Sending faxes

ﬁ Completing the fax information

[l Viewing the fax list

Viewing and handling sent and rece:
[l Creating and using phonebooks

| Creating signatures, library docume
ﬁ Creating overlay forms

ﬁ Defining mailbox preferences
Giving other users delegate access
|] Fax status messages

ﬁ RightFax embedded codes

|| File formats that convert to fax form:

X

C' ® File | C/Program%20Files%20(x86)/RightFax/Shared%20Files/English/Help_FaxUtil/OpenText%20RightFax%20FaxUtil%20User%20Help-htm

-

L

Search

- =

e

/

Getting started

RightFax FaxUtil is the central Windows-based mailbox from where you manage your faxes and those for whom you act as a delegate. The left pane shows the
available folders, the right pane the faxes within the selected folder, with flags showing the action taken on the fax, and the status indicators showing the current
status of the fax.

Fax flags: ¥ = sent & = received, v printed, = converted to text (OCR), - converted to PDF, » or 8 sent or received fax forwarded to another

RightFax user. In addition, flags can indicate the document type: L certified delivery message, M - sms message, &= Emailed, &3 = Fax routed to email.

Status indicators: O = being processed for transmission, = transmitted, “-'= not transmitted due to error; will be retried, o = not transmitted due to error;
will not be retried. You can force the server to retry sending faxes with a yellow or red status. See Sending faxes. For detailed information about status
messages, see Fax status and error messages .

[ Showing the most current list of faxes

Note If you forget your RightFax password, contact your fax administrator to assign a new one. To change your password, see Changing your password and
default user information.

Sending faxes

Viewing the fax list

>||<

RIGHTFAX CONNECT UTILITY HELP MENU

To get to the RightFax Connect Utility help menu, select Help, then Contents. The topics offered
are listed on the left side menu. There are articles on common topics. Once you select a topic,
the article appears with articles on related topics listed underneath. In addition to the help menu,

OpenText, the developer of RightFax, owns The Fax Guys, an organization offering tutorial videos for

the RightFax system. To get to The Fax Guys tutorials, follow these steps:

Go to your computer’s modern internet browser.
Enter https://thefaxguys.com in the browser address bar.
On the website menu bar select RightFax University.

W=

looking for, or use the search box provided to you.
Any videos on the topic will load in a list and you can watch the video free of charge.

At the top of the website place your cursor over Videos and select a video on the topic you are

Support options for RightFax: If you are unable to get notifications, retrieve or send your fax from
either email or the RightFax Utility application, or have any issues while accessing RightFax or the
Utility Application, Contact RightFax support at 1-800-540-7292. If you are having difficulty with
document management, please contact Rowan Support at support.rowan.edu or 856-256-4400.
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