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<< E-FAX User Guide >>

1. System Login
# Login to http://fax.sbctrader.com and select your preferred language

(English / Traditional Chinese / Simplified Chinese)
Enter the user name and password then press
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A
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http://fax.sbctrader.com

User Settings
Select [_Setting=s | after |ogin

I.  Receiving Fax

Please enter the email address at “E-Mail 1” that you would like to receive fax.
An extra copy of fax can also be received by entering the email address at the
“E-Mail 2” box and “E-Mail 3”.

The reading format of the fax can be selected by ticking the appropriate box. ©
(Choice of TIF and PDF)

The first page of the fax can be previewed by ticking the box “First Page
Preview”

Select your preferred language to view the system notification of incoming fax.
(Choice of Chinese and English)

Il.  Sending Fax

Enter the desired display hame on fax at the “CSID” box.

The date, time, and number of pages can be inserted to the fax cover page by
ticking the box “Fax Header” E,

A fax cover page can be inserted by ticking the box “Fax Cover”. ™

It is possible to send multiple faxes or select receiver from the fax contact by
ticking the box “Fax Contact” M.

The caller ID can be shown by ticking the “Display Caller ID” box. ¥

By ticking the “Email Notification” box, users will be notified by email upon the
receipt of fax ™.

Ill. Fax Received Notification (VOICE/SMS)

The “Notification Function” requires the user to tick on the box “Voice
Notification” and enter the desired mobile number[.

The system will then notify the user upon the receipt of fax based on the
settings of “Notify Method”, “Language”, “Call Time” and “Call Day”.
Inform you when incoming fax received by phone

(For HK & CHINA mobile only)

1°' phone call Immediately (within one minute)
2" phone call 10 minutes later

3" phone calll 30 minutes later

4" phone call 1 hour later

5" phone call 2 hours later

6" phone call 6 hours later

Inform you when incoming fax received by SMS (For CHINA mobile only)

IV. Change of Password

Enter the current password in the box of “Old Password”. Then type in the
“New Password” in the box next to it and re-enter it to confirm.

V. Other Settings

The number of faxes showing on a page can be selected in this section.
After settings, please press
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User Settings

Receiving Fax

E-Mail 1

Select the reading format.

|
E-Mail 2 |E."::~: the E-mail to received
E-Mail 3 |
Feading Farmat
First Page Previews W

Email Language

Sending Fax

Sender Mame

Telephane Mo.

Company Hame

Information of

your E-Fax Covt

Chinese Mame

E-Mail

S0
Fax Header

Fax Cover =
Fac Contact |
Display Caller 1D =

Etmail Motification ||

Fax Received Notification

Woice Motfification [

|:.___-<_-~;- R

Mabile No. S Sty
China maohile no startwith 13 and 18)

M otify Method (China maokile onl

Language Cantonesa

Call Time From
To

Call day

Change of Password

0ld Passward

Mewy Password

Confirm Password

Other Settings

Mo, of faxes per il
S 110 [+

v {Include : Fax Mo, Date, Time and Pages)

[ Update ] [ Cancel ]

J

Click to upload a company logo. ’

“iew Logo |

Upload Logo

| {only accept Hong Kong mohile nao. startwith 6 and 9 and

| Selection of Voice or SMS \

notification.

| SMS notification is only
available for China mobile
number.

| Voice notification is available for
Hong Kong and China mobile

numbers (with standard dial

tone).

Follow the instructions to enter

the new and current password.
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User Settings
VI. To upload a Logo
Press the —“esdtese | ,t10n at the user settings for a browse window
( Figure 1) and press L% = to browse the file of logo ( Figure 2 ) then hit
the button to upload and post the company logo onto the fax.
-z LogoUpload - Microsoft Internet Expl =loi =]
LEE A
| ..
E &
EARSE  BE 105mm = 25mm 200dpi
T [ Log =l e & ek E-
[ELogo 1.ipg
[T Loga 2.jpa
@Logo&jpg
T (): jx: =l EEo |
TEFARRU(T): |F,ﬁﬁ$§§ e | B J,

User Settings
VII. To delete a Logo
A popup window of the uploaded Logo will be shown by pressing the

[ viewtess | pytton at the user settings. Hit the —Bmee | pytton and

update the user settings.

After settings, please press _Zedate |

Logo

Delete I

Figure 1

Figure 2
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Receive Fax

Select M= receweaioa after login.

The system will automatically store the received faxes for 30 days.
(**No record will be stored if it is deleted manually by the user)

Press # to preview fax on the web.

** Supporting file format : GIF, JPEG, PNG
The faxes can be downloaded by clicking L

Press & and follow the normal procedures to send fax for received
fax that required to forward.

Tick of the fax and select the folder before pressing the ﬂl
button to move the fax to the designated folder.

Received Log

EL Receive Log

a’ Sentloy Date (Y MWDD Time) Caller ID Sender Pages Duration View DownloadForward
[CAddiDelate Folder [+ 2006/11/10 01:01:35 1 | Omin39 sec el . 4 Ly
E coupany O + 2006/11/08 163432 | 25077220 1| 1min10sec g 3 g
[ « 200611106 15:53:33 25077220 1 0 min 18 sec el h 4 Ly

Check All Clear All Total 3 Fawes, 171 First| Previous | Mest | Last
Mave To \Please select folder |~ || ConiinT

* Faxes will be kept 30 days automatically.
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Preview fax

Press + to preview the first page of the fax on the web (Figure 1).

Select from ﬂ B to preview more than one page of fax.

Press p to zoom in and p to zoom out previewed fax.

]
Press + to preview fax on the web and 100% to select the reading.

Press ﬁj EE] to rotate the view.

Press H for a popup window to save the fax to a designated location.

=Y
Press “Print” at the popup window after hitting the “~=" to print fax.

The previewing fax can be closed by hitting (X .

Hx @& ¢ AFER| L Pl @B B I

From: SBC To:30191900 05-Mar-2008 18:34:07

L WA & BEEEE—AFToMELN  EEH Lo AR RERE - 1
i S AT R AP A B R -

Ff B ¢ ICTE{EEM - WCTEERRN o AR EE - MR -
WEIE A&  BERETIIAE e LR E -
A — R S R YRR -
H] st TE S (3 LA R -
BENEIRE - o BAE TR IBIE -
(TR TENERE B ETFREREE - (FOIEREAR,

Figure 1
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5. Download Fax

The fax can be downloaded by pressing L (Figure 1).
Press at the popup window (Figure 2).

Received Log

EL Receive Log

B Sentlog Date (YYYYMMDD Time) Caller ID Sender Pages Duration View DownloadForward
[ClAddiDelete Falder [+ 2008/11/001:01:35 1 Ormin39 sec P 4 Ly
i COMPANY [+ 20064108 16:34:32 25077220 1 1 min 10 sec Pl L Fiqure 1
O + 2006/11/05 15:53:33 25077220 1 Omin 18 sec Jell L g
Check Al Clear Al Total 3 Faxes, 101 First| Previous | Hed] L
Move To: [Please select folder v | Corifi
* Faxes will be kept 30 days automatically
T Th B [ B B T T 5 I Fe e
‘Et, # % bbib0453-Baff-45c0-adcd-6b34 1 abae5 50 pdf
y 88 Adobe Acrobat 7.0 Docwment * 7.31 KB
B faxsbetradercom Figure 2

| mmo || &Fe || EE
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6. Forward fax

The file will then attached to the page of outgoing fax (Figure 2).

Fax No.: 2809 9000

Received Log
EL Eeceive Log

Press & to forward the received fax (Figure 1).

B Sentlog Date (YYYYMMDD Time) Caller ID Sender Pages Duration View DownloadForward
[ClAddiDelete Falder [+ 2008/11/001:01:35 1 Ormin39 sec P 4
i COMPANY [+ 20064108 16:34:32 25077220 1 1 min 10 sec Pl
O + 2006/11/05 15:53:33 25077220 1 Omin 18 sec o %
CheckAll Clear All Total 3 Faxes, 101 First| Frevions | e
Move Ta |Please select folder (v
* Faxes will be kept 30 days automatically
Send Fax
1. Send Fax Detail (* Must Input) Cover Page [] Cantacts [
Fax 1
Mumber |

)

Fax File Selectfile and press button "Add" to upload.

Add

2006-11-06 154827 TIF

Remove

Up

Ciowin

Support the following document formats

poc Ward Document

ALS Excel Warkshest

PDF Adobe Acrobat PDF

TIF TIFF Image

JPG JPEG Image

FPrG Fartable Metwoark Graphic
=l Bitmap Graphics

Maximuim file size = 3B (307 2KB)

Cancel

Wl

Ly
Ly
Ly

Figure 1

Figure 2
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Send Fax
Select [.SendFax | after login.

Tick the cover page box if the fax required a cover page.

Tick the contact box if the fax is to be sent from the contacts or
multiple recipient.

Enter the name of recipient at the “To” box after the selection of cover

page.
Enter the fax number of the recipient.

Select [tecal =] or bo =1 before entering the “Fax Number”.
For [ecal =1, user only need to enter the fax number.

For oo =1 user need to enter the Country Code + City Code + Fax
number. Click _SheekPrice | to search for the fee of each country. The
“Available IDD Balance” is shown on the top of the right corner of the
page.

Press after typing the fax number of
multiple recipients (Maximum of 5 recipients per fax)

2dd to Recipient |

Able to add the contacts to the fax recipient list (Maximum of 10
contact persons).

The fax cover will be completed after entering the “Company name”
of the recipients, the “Title of the subject” and “Message” of the fax.

Browse the files from the computer that required to to the
fax.

Different types of files can be added to the same fax in the box at the
bottom of the screen by clicking button.

The attached file can be removed by clicking after
selecting the file.

The file order can be arranged by clicking and
key after selecting the file.

Press when the fax is ready to send.

The progress of the fax will be shown at the [FaxQueue] gcreen.
The status of the fax will be shown at the ™ sentLoa screen.
Supporting file format : DOC, XLS, PDF, TIF, JPEG, PNG, BMP

Supporting file size : Less than 3 MB

** Files which are not in the standard format (e.g. inserting excel
spreadsheet in a word document) are required to be transformed to
pdf format to avoid any system error on outgoing fax
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Send Fax

Aftention : Do nottransmit any unawthorised or unsolicited fax (Spam), ifviola

terminated & you may be prosecuted.

Send Fax Detail (* Must Input)

ID0 Fee Table

(Available IDD Balance HK$83.‘@

Cover Page Contacts

Ta Mame of Receiver

Fax Mumber®

Loce| 2| Fax No. of Receiver (e.g. Guangzhou, China - 86203877 143)

Company m Company Name of Receiver |
DD I —
ﬁdﬂ to Recipient ]
QEEARM
Selected Recipients Choose Contact
Recipients < Add customer {group)
friends {group)
staff 1
Remove =| | staff 2
Subject |
Message
Fax File* (EFE..
Select file and press button “Add” to upload. Add
Remove
Down
File Type @& Bw Document © Color Phota Fax Preview
If the recipient's fax machine do not suppornt colour fax, the system will auto-shift to BAY
made.
Ifthis is your first time to use the Fax Preview function, please activate the pop-up
setfting.
@ Send Mow
Send Time I - e I =
O | 200 ,f | ) j 4 YYYMMMED) (1 % | = |3 (hk:mm)

XETHRERA

Doc Ward Document

HLS Excel Worksheet

FOF Adobe Acrobat PDF

[TIE TIFF Image

JPG JPEG Image

FrG Fortable Metwark Graphic
BmP Bitrmap Graphics
TR IME (072KE)
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8. Fax Queue

Fax status can be observed at the “Fax Queue” screen.

The progress of the fax will be shown in the “Status” column.

Fax Queue
Date (Y IMMIDD Time) Zalling Mo Pages Status
200511723 12:37:14 2E0772A0 1 Sending
9. Sent Log

Select W Sentlo after login.

The system will automatically store the sent faxes for 30 days.

(** No record will be stored if it is deleted manually by the user)
Press # to preview fax on the web.

™ The faxes can be downloaded by clicking *

Press & and follow the normal procedures to send fax in order to
forward a sent fax.

Tick of the fax and select the folder before clicking the

L contim | pytton to move the fax to the designated folder.
Sent Log

Date (YYYYMMDD Time)  Called Number Recipient Pages Duration View DownloadForward
[ «F 200611423 12:37:41 28077220 1 0 min 24 sec P L4 [
O« 2006116 09:56:47 25077220 3 1 min 31 sec el h 4 Ly
[« 20081106 15:48:27 25077220 2 0 min 23 sec jol . 4 S
CheckAll Clear All Total 3 Faxes, 111 2t | Previous | Mexd | Last
Move To : |Please select folder v| Lonn

* Faxes will be kept 30 days automatically.

1
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10.

Add/Delete Folder

Select | lAddiDelete Folder  spar login.

1. Add new folder

Press the ﬂl button after typing in the new folder name.

2. Rename folder

Press the ﬂl button to modify the name of the folder once
selecting it from the drop-down list.

3. Delete folder

Press the P2t | putton from the drop-down list once selecting

the folder which need to be removed from the list.

Add / Delete Folder

1. New Folder

Mews Folder Mame | Create

2. Rename Folder

|F"Iease select folder to rename +

3. Delete Folder

FPlease select folder to delete +

12
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11.

Save Fax

The sent and received fax can be saved to the specific folder for
[ AddiDelete Folder

storage after a folder is created at the screen.

An example is shown as below with the IS8R

folder (Figure 1).

Step 1 Tick for the fax that required to be saved.
Step 2 Select the specific |Please select folder v and press —cenim |

Choose the SOEWNE folder to preview the saved fax (Figure 2).
# Represent a saved received fax.

Represent a saved sent fax.

Prrearos Stept

EL Receive Log

a’ Santlnf Date (Y¥YYMMDD Time} Caller ID Sender Pages Duration View DownloadForward
[JAddiDelete Folder +# 2005/11/1001:01:35 1 0 min 39 sec P 3 Ly
Bty CoMPARY [ + 200641108 153432 | 25077220 11 min 10 sec p L L
[0 « 2006/11/06 15:53:33 25077220 1 Omin 18 sec el L 4 Ly
Check Al Clear All Total 3 Faxes, 171 First | Previous | Mesd | Las
Maove To: |Please select folder (| ont
*Faxes will be kept 30 days automatically Ct folder
Y
COMPANY 0.0%Used
Usable 99.97MB Total100.00MB
Caller ID/Called
Date (YYYYMMDD Time) Humber Sender /Recipient Pages Duration View DownloadFoerward
[« 2006/11/06 14:12:42 25077220 L. 1 0 min 16 sec el h 4 By
[« 20060711 22:43:.03 L. 1 0 min 36 sec ol ¥ [N
Check All Clear All Total 2 Faxes; 1 £1 First| Previous | hext | Last

Delete Mave Ta: |Please select folder ~ | Confi
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12. Junk Fax

Select @ after login.

1. Fax rejection settings

Tick the “Reject all faxes with no Caller ID Display” box to reject
fax that does not display Caller ID.

Tick the “Reject all faxes with no CSID Display” box to reject fax
that does not contain CSID.

Tick the“Reject all faxes with no Caller ID and no CSID” box to
reject faxes that does not contain Caller ID and CSID.

2. Black listing the fax number or fax title

Select and type in the fax number or CSID to the sender
Junk Fax sender list.

Tick by the fax number or CSID in the Junk Fax Sender and
press to delete the blacklisted contact.

Junk Fax

1. Junk Fax Setting

[] Reject all faxes with no Caller ID Display
O Feject all faxes with no CSID Display
O Reject all faxes with no Caller ID and no CSID

2. Add Junk Fax Sender

i_FaxNo. "“ | ’ Al ]

3. Junk Fax Sender Information

01 Fax No. 12345678

0 Fax No. 23456789

14
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13. Fax Summary

" gelect |1 FAX Summary v| jp the [L_Reports | screen after login.

" The |1 FAxSummary  ~| clearly shows the current service plan
limitation on the incoming and outgoing fax.

T The 1 FAXSummary  ¥] gis0 shows the monthly traffic of the

Reports

Selectreport | 1. FAX Summary v

Service Plan : Unlimited (Send

& Recelve) Additional Total
honthly Receive Unlimited 0 Pages nlimited
Monthly Send nlimited 0 FPages Linlimited
Date (Year / Month) Received Page(s) Sent Page(s)
20054 1 0
200510 0 0
2005411 0 0
2005112 4 0
200641 9 0
200642 2 0
2006/3 9 33Mm
2006/4 2 0
2006/45 1 0
20064 1 0
200657 2 1
200658 1 4538
14. Junk Fax Report

Select [2- JunkFaxReport v | i, e | _Reports | screen after login.

Reports

Selectreport | 2 Junk Fax Report

Date { YYYYMMDD ) Rejected Reason Caller ID Sender CSID

*0nly last 30 days showed

15
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15. Service Charge

Select [3 Senice Charae =1 jp the |_Reports | gcreen after login.

Reports
Select report |3 Service Charge Vl

|Current record LI
Date Time Destination Fax No. Pages Duration Fee
2006-11-28 16:58 China Shenzhen +HIE75552478979 1 0 min 24 sec 025
2006-11-30 12:31 China Guangzhou 52038771443 o 0 min 30 sec 0.25
2006-11-30 12:32 China Shanghai +HIE2164454539 a 0 min 30 sec 025
2006-11-30 12:32 China Shanghai +862162884803 u] 0 rnin 30 sec 0.25
2006-11-30 15:29 China Guangzhou +HIE20357 71443 1 0 min 30 sec 025
2006-11-30 15:35 China Shanghai +HIE2162854803 1 0 min 24 sec 025
2006-11-30 15:38 China Shanghai 152164484539 1 0 min 24 sec 0.25
2006-11-30 15:40 China Shenzhen +HIE75552478979 1 0 min 24 sec 025
1

2006-12-01 05:58 China Shenzhen +HEE7E552475979

0 min 24 sec 0.25

16. Add Contact
"t gelect NewContact] o e screen after login.

Enter the name of the contact person in the “Name” box.

Enter the name of the company in the “Company Name” box.
Enter the telephone number of the contact person in the “Telephone
Number” box.

Enter the fax number of the contact person in the “Fax No.” box.

Enter the email address of the contact person in the “E-mail
Address” box.

"* Press to update the details of the contact.
" Press to erase all the input details.

New Contact

Contact Details

Mame | |

Company Mame | |

Telephone Mo. [

|
Fax Mo, | |
|

Mohile |

E-mail Address | |

16
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17. Change of Contacts

Select “All Contacts” from the screen after login.
Tick @ by the contact person and press to remove
it from the contacts.

Click on the contact person to change the contact details. (Figure 1)
Press the button after the changes on the details.
(Figure 2)

All Contacts

Name
O & staff 1 ‘

O & staff2
O & sStaffa

Fax No. Tel E-Mail Address

Total 3 Contacts, 141 First| Frevious | Mext | Last

Modify Contact

Contact Details

Mame

|staff 2 |

Company Mame ‘ |

Telephone No. | |
86123456789 |
23456789 |
123@abc com.hk |

Fasx Mo,

mohile

E-mail Address

17

Figure 1

Figure 2
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18. Add/Remove Contact Group

Select “Add/Remove Contact Group” at the screen after
login.

.  Add new group

Enter the “New Group Name” and press [ =re=t=_ | to add a new
contact group.

[I. Rename group

Select the contact group from the drop-down list and press
fename | to change the contact group name.

lIl. Delete Group

Select the contact group from the drop-down list and press
Delete to remove it.

Add / Remove Contact Group

1. New Group

Mev Group Marme ‘ " _reate

2. Rename Group

‘ Flease select contact group to »

3. Delete Group

\Pleaae select contact group to

18
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19. Add/Modify Contact Member
Select after login.
Step 1 (Figure 1)
Select the specific contact group (e.g. Customer) that required
adding or modifying then press [_#cd/VodtyMember ]
Step 2 (Figure 2)
Select the contact person from the list on the left and add it to the
group on the right box by pressing the button.
Press to delete the contact from the group.
Search: Group : Customer [ Add [ Modify Member ]
& 2l Contacts Name Fax No. Tel, E-Mail Address
Add rRemove Groun Total 0 Contacts, 101 First| Frevious | Mexd | Last
a Custarner
A Friends
Group Edit

Group Mame |Customer |

staff 1 Add = | |staff 2
ia—
*Maotice: graup maximum 10 members Update ” Cancel
20. Logout
~i  Click [.Leseut ] g end the session.

ENG

ke | m

Settings | | JunkFax | | Reports | Fax No.Managment| | DD At§ |

Hizadm | Logout

19

Figure 1

Figure 2
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