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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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2. User Settings 
 Select  after login 

 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)  

 II. Sending Fax  
 Enter the desired display name 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” . 

 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” . 

 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 . 

 III. 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) 

 1st phone call Immediately (within one minute) 

 2nd phone call 10 minutes later 

 3rd phone call 30 minutes later 

 4 th phone call 1 hour later 

 5 th phone call 2 hours later 

 6 th 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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Select the reading format. 

Click to upload a company logo. 

l Selection of Voice or SMS 
notification. 

l SMS notification is only 
available for China mobile 
number. 

l 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. 

Information of 

your E-Fax Cover

http://www.sbc.com.hk


 www.sbc.com.hk 
 

4 

 

 User Settings 
 VI. To upload a Logo 

 Press the  button at the user settings for a browse window 

 ( Figure 1 ) and press  to browse the file of logo ( Figure 2 ) then hit 
the  button to upload and post the company logo onto the fax. 

  

 

 User Settings 
 VII. To delete a Logo 

 A popup window of the uploaded Logo will be shown by pressing the 

  button at the user sett ings. Hit the  button and 

 
 

update the user settings. 

After settings, please press . 

 

 

Figure 1 

Figure 2 
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3. Receive Fax 

 Select  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  

 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  

 button to move the fax to the designated folder. 
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4. Preview fax 

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

 Select f rom  to preview more than one page of fax. 

 Press  to zoom in and  to zoom out previewed fax. 

 Press  to preview fax on the web and  to select the reading. 

 Press  to rotate the view. 

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

 Press “Print” at the popup window after hitting the  to print fax. 

 The previewing fax can be closed by hitting . 
 

 
 

Figure 1 

http://www.sbc.com.hk


 www.sbc.com.hk 
 

7 

 

 

 

 

 

5. Download Fax 

 The fax can be downloaded by pressing  (Figure 1). 

 Press  at the popup window (Figure 2). 

 

 

Figure 1 

Figure 2 
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6. Forward fax 

 Press  to forward the received fax (Figure 1). 

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

 

 

Figure 1 

Figure 2 
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7. Send Fax 
 Select  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  or  before entering the “Fax Number”. 
 For , user only need to enter the fax number. 

 
For , user need to enter the Country Code + City Code + Fax 
number. Click  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) 

 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  screen. 

 The status of the fax will be shown at the 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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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. 
  

 

9. Sent Log 

 Select 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  
  button to move the fax to the designated folder. 
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10. Add/Delete Folder 

 Select  after login. 
 1. Add new folder 
 Press the  button after typing in the new folder name. 
 2. Rename folder 
 Press the  button to modify the name of the folder once 

 selecting it from the drop-down list. 
 3. Delete folder 
 Press the  button from the drop-down list once selecting 
 the folder which need to be removed from the list. 
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11. Save Fax 
 The sent and received fax can be saved to the specific folder for 

 storage after a folder is created at the  screen. 
 An example is shown as below with the  folder (Figure 1). 
 Step 1 Tick  for the fax that required to be saved. 
 Step 2 Select the specific  and press . 
 Choose the  folder to preview the saved fax (Figure 2). 

  Represent a saved received fax. 
  Represent a saved sent fax. 

 

 

Step 2 

Step 1 

Figure 1 

Figure 2 
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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. 
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13. Fax Summary 

 Select  in the screen after login. 

 The  clearly shows the current service plan 
 limitation on the incoming and outgoing fax. 

 The  also shows the monthly traffic of the 

 

14. Junk Fax Report 

 Select  in the screen after login. 
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15. Service Charge 

 Select  in the  screen after login. 

 

16. Add Contact 

 Select  from the  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. 

 

http://www.sbc.com.hk


 www.sbc.com.hk 
 

17 

 

 

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) 

 

 

Figure 1 

Figure 2 
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18. Add/Remove Contact Group 

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

 I. Add new group 

 Enter the “New Group Name” and press  to add a new 
contact group. 

 II. Rename group 

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

 III. Delete Group 

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

 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. 

 

 

20. Logout 
 Click  to end the session. 

 

Figure 1 

Figure 2 
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