SBC & B &

<< 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

A
i Client Login e
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CEngish CERWX CHEEHX
I User Nate ||
I Password |
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User Settings
Select [_Settings | 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)

Il. 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” F,

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 call 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 Settlngs Show the email failure status
Receiving Fax

E-Mail 1 | [~
E-Mail 2 |' Entre the Email to receive Fax |
E-Mail 3 | |
Reading Forrmnat O TIF

@ PDF
First Page Preview | ielect the reading format. ’

Ermail Language IChinese "I

Sending Fax

Sendaer Mame

Telephone Mo

Information of
Camparny Bame

Chinese Mame 2 Chinese (if your E-Fax Cover

E-ail
CEID
Click to upload a company logo. ’
Fax Header M (nclude : Fax Mo, Date, Time and Pages)
Fax Cover ™
Fat Contact | |
Display Caller 1D ™ Upload Logo Wiew Logo

Email Motification -

Fax Received MNotification

Vaoice Motification [

Mobile Na. | 2642720726
China mohile no start with 13 and 15)

Motify Method kil

| (onky accept Hong Kong mohile no. start with 6 and 9 and

Selection of Voice or SMS \

notification.

1 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

(China mobile only)

Language Zantonese

Call Time Fram
To

“sun | Won | Tue [ Vied | Thu |

Call day

Change of Password

0ld Password

the new and current password.

|
Mew Password |
Confirm Password ‘

Other Settings

Mo, of faxes per il
page | 10 v_|

[ Update ] [ Cancel ]
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User Settings

VI. To upload a Logo

Press the _Uesdtese | pyi110n at the user settings for a browse window
(Figure 1) and press I to browse the file of logo ( Figure 2) then hit
the button to upload and post the company logo onto the fax.
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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 2= | pytton and

update the user settings.

After settings, please press _Zrdat= |

Logo

Delete I

Figure 1

Figure 2



Receive Fax

Select 4= macewed ioa after login.

The system will automatically store the received faxes for 60 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 _ Confimn_|

button to move the fax to the designated folder.

Received Log
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4. Preview fax

Lnii

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

' gelect from G B to preview more than one page of fax.
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Press p to zoom in and p to zoom out previewed fax.

an il 1]
* Press ~ to preview fax on the web and 100% |+ to select the reading.
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Press Lﬁ] Eﬁ B to rotate the view.
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Press H for a popup window to save the fax to a designated location.
an il .E
" Press “Print” at the popup window after hitting the -~ =~ to print fax.
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The previewing fax can be closed by hitting [X] .
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Download Fax

The fax can be downloaded by pressing 4 (Figure 1).
Press G at the popup window (Figure 2).

Received Log
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6. Forward fax

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

TN e ceived Log
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Send Fax

1. Send Fax Detail {* Must Input)

Fax
Mumbe

Press & to forward the received fax (Figure 1).
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1 1 min 10 5 P . by
1 G TREET o 4 Ls

Tokal 3 Faee. 141 | | |

Mg T Pleass select folder |

Cover Page [ contacts [

)

FaxFile Selectfile and press button "Add" to upload.

Add

2006-11-06 154827 .TIF

Remove

Dowin

Support the following document formats

DoC
DOCX
XLS
XLSX
MD
XPS
PDF
TIF
JPG
PS
PNG
BMP

Word Document (97 - 2003)

Word Documnent (2007)

Excel Worksheet (97 - 2003)
Excel Worksheet (2007)
Microsoft Office Document Imaging
Microsoft XML Paper Specification
Adobe Acrobat PDF

TIFF Image

JPEG Image

PostScript File

Portable Network Graphic

Bitmap Graphics

Maximum file size = 3MB (3072KB)

Cancel

LT

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 [Lecal =1 or [bD =1 before entering the “Fax Number”.
For [recal =1 user only need to enter the fax number.

For oo =1, user need to enter the Country Code + City Code + Fax
number. Click _SheskPrice | tg 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)

Add ta 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 [Fax@ueue] gcreen.
The status of the fax will be shown at the = sentioa 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




Send Fax IDD Fee Tahle (Available IDD Balance HK$83.T@

Aftention : Do nottransmit any unawthorised or unsaolicited fax (Spamd, ifviola
terminated & you may be prosecuted.

Send Fax Detail (* Must Input) Cover Page Contacts
To Mame of Receiver |
Fax Mumber® Loce||| Fax No. of Receiver (e.g. Guangzhou, Ghina - 862038771443)

Company m Company Name of Receiver |
1oD |
ﬁu‘d to Recipient J
J- |SEBRCH

Choose Contact

Selected Recipients

Recipients < Add customer (group}
friends (group)
staff 1

Remove =>| || staff 2

Subject |
Message

Fax File* |[1‘E % ]

Selectfile and press button “Add” to upload. Add

File Type ® BW Decument O Color Photo Fax Preview

Ifthe recipient’s fax machine do not support colour fax, the systern will auto-shift to BAV

mode.
[fthis is your first time to use the Fax Preview function, please activate the pop-up
setting.
@® Send Now
Send Time I - . T ﬂ
O 200 J 1O /1O oYYYMmMDD)y | 1w [ 2 |3 {hh:mm)

Support the following document formats

DOC Word Document (97 - 2003)
DOCX Word Document (2007)

XLS Excel Worksheet (97 - 2003)
XLSX Excel Worksheet (2007)

MDI Microsoft Office Document Imaging
XPS Microsoft XML Paper Specification
PDF Adobe Acrobat PDF

TIF TIFF Image

JPG JPEG Image

PS PostScript File

PMNG Portable Network Graphic

BMP Bitmap Graphics

Maxirmum file size = 3MB (3072KB)

.



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 iMMIDD Time) Calling Mo Pages Status
2006/11/23 12:37:14 25077220 1 Sending
9. Sent Log

" Select W Senilog after login.

The system will automatically store the sent faxes for 60 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 4

forward a sent fax.

Tick of the fax and select the folder before clicking the

L conin | pbytton to move the fax to the designated folder.
Sent Log
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O & 20081123 12:37. 4 2507mam0 10 men2d g ] ) ke
[ «F 20061116 M:654F 280772 ] 1 min 31 gac e} L L
O «F 20067106 16:40.2F 25077200 2 | O min23 gec 2 ¥ i
Chech | lear Al Tolal % Pases, 1171 | | |
I EETEE' Wowa To Flegss select fokdar |«

* Faner will be repl 30 deys aubormslically
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Press ™ and follow the normal procedures to send fax in order to
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Add/Delete Folder

Select [JAddiDeleteFolder  after |ogin.

1. Add new folder
Press the 2% | pution after typing in the new folder name.
2. Rename folder

Press the m button to modify the name of the folder once

selecting it from the drop-down list.
3. Delete folder
Press the ﬁl button from the drop-down list once selecting

the folder which need to be removed from the list.

Add / Delete Folder

1. Mew Folder

News Folder Mame | " Create

2. Rename Folder

|Please select folder to rename

3. Delete Folder

|Please select folder to delete v_|
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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 [JAddiDeleteFalder  gcpeen,

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 |Please select folder v and press —<2tfim |

Choose the folder to preview the saved fax (Figure 2).

# Represent a saved received fax.

*» Represent a saved sent fax.

Poeiros Step

Bl mrorptes Lag
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L (R MBADD T [ Sandai Pagas Duatisn e Dowmle P w8
[ 1egdDabis Faker [ & 206N 11000135 1 Oomen ¥ cac 2] ¥ Ly
Bt ComPary [ w* 20064105 16:34:32 28077220 1 Amin 0= e ¥ =
[ o 20061106 155533 2500720 1 DmEniS = O ¥ e
Cheack M| Cimar Al Trods! 3 Fawes, 171 I 1 [} .
|—E,v3le:-t¢ Nove To Flagsa seect foklar = Flgu rel
™ Facas will b= kepl 30 b= suiomatica By
(i} '_I-_IJI -1 '’
O0%Lisrd
COMPANY
Lizahie 89.07TME Tets 00 D0NE
Catlen 10 allsad
Dt (" MINMEDD: Thmae ) TS Samder | Recipient Pages Do wtion hew DosaidemlForsmd
O o NEEM106 141 2082 2500720 - 1 W mwn 16 s = ¥ i
O «F AE0711 2243103 - 1 0 e 35 s a ¥ Ls
Cherk Rl Cldar al Totsl I Faoms, 101 | | | .
Figure 2
Cherbiate Mom To Fhloase schect fokder =
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12. Junk Fax

"t Select |JunkFax | sfier 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 na Caller 1D Display
] Reject all faxes with no CSID Display
¥ Reject all faxes with no Caller 1D and no CSI10D

2. Add Junk Fax Sender

FaxNo. v|| [ Add |

3. Junk Fax Sender Information

0 Fax No. 12345678

[0 Fax No. 23456789
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13. Fax Summary

"t gelect |1 FAXSummary (v i the | Reports | screen after login.

TF The 1-FAX Summary (¥ clearly shows the current service plan
limitation on the incoming and outgoing fax.

"t The I.FAXSummary ¥ 3150 shows the monthly traffic of the

Reports

Selectreport | 1. FAX Summary  +

Service Plan : Unlimited (Send

& Recelve) Additional Total
mMonthly Receive Linlimited 1 Pages Lnlirmited
Monthly Send Unlimited 0 Pages Unlimited
Date {Year / Month) Received Page(s) Sent Page(s)
20059 1 0
200510 0 0
2005411 0 0
2005412 4 0
20061 =) 0
200642 2 0
2006/3 9 a1
2006/4 2 D
200645 1 0
20065 1 0
20067 2 1
200645 1 4535
14. Junk Fax Report

Select |2-Junk FaxReport | e [ Reports | screen after login.

Reports

Selectreport | 2 Junk Fax Report «

Date { YYYY/NMMDD ) Rejected Reason Caller ID Sender CSID

* 0nly last 30 days showed

15




15. Service Charge

Select [3 Semice Charge =1 jp the |._Reports | screen after login.

Reports

e 1 |z Haroz Uty 7

Jow= e oo =l
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LTS R 1} le He UL =T (L= (PR E E- e E) - U pan ) =3z )
PILTER Rt 1= 3. - are [E= K0 [ LRt - WAl =20 —dh
MIETES R BT 1= LR ITIERT o] 1 U= o )
L1130 1% 4 v - e i 1 U rm ER _h
ZO0Z 11 =0 12 32 oA S are sal 1 0 i 2= v it
=00z 11 30 122 DR R T T 1 O i 25 oo Z.55
1
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16. Add Contact

"t Select [NewContact| o ine 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.

Number” box.

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

Enter the Mobile No. of the contact person in the “Mobile” box.

Address” box.

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

New Contact

Contact Details
Mame |

Company Mame | |

Telephane Mo.

16

Enter the telephone number of the contact person in the “Telephone

Enter the email address of the contact person in the “E-mail




17. Change of Contacts

Select “All Contacts” from the screen after login.
.. Tick ® Dby 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
Hams Fa N, Tel [E-Mal &1l 0SS
O & siaff1
O & ziaE2
O & sa83
Total 3 Comtacts, 1901 1 ] |
| Detste
Modify Contact
Contact Details
Name ‘staff 2 |
Company Name | |
Telephone Mo. | |
Fa No. 86123456789 |
Mabile 23456789 |

E-mail Address

123@abc.com.hk |
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Figure 2
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Add/Remove Contact Group

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

.  Add new group

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

II. Rename group

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

[1l. Delete Group

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

Add / Remove Contact Group

1. New Group

Mew Group Mame | " Create

2. Rename Group

|P|ease select contact group to + |

3. Delete Group

|P|ease select contact group to «

18




19. Add/Modify Contact Member
=t Select after login.

Step 1 (Figure 1)

Select the specific contact group (e.g. Customer) that required
adding or modifying then press [ty sermr ]

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 |

& 4ll Contacts Name Fax No. Tel. E-Mail Address

USROG Y Total 0 Contacts, 171 First| Previous | Hesdt | Last

& Customer
5 Frignds

Group Edit

Do Marrs | Cushormear

shafi 1 Add

EEF
1< Remove

W

stalf 2

"Helice: group madmam 10 membes | Lipeiata I Cancel |

19

Figure 1

Figure 2



20 Import Outlook Express Contacts

=¢  Select and [ImeortContacts| ;¢ login.
Step 1 (Figure 1)
Enter the “CSV FILE” from Outlook Express and press MI
Step 2 (Figure 2)

Select the contact group from the drop-down list and press Confirm.

Import Contacts

Import Contacts

File I‘T’:\My Documentsiaddress. cav I
Encoding Bigs =
i |

Impor‘[tDIUnspeciﬂed ;I Carfirm | Cancel I

Preview

CEYV File Sample (Include Header

A | B | 5 [ D | E |
| 1 [MName Maobile Business Fax Business Phone Email
2 [Mr. Chan 91234567 26825465 23618123 support@intersoft. com_hk
| 3 [Ms. Waong 97654321 30113011 23618283 sales@intersoft.com hk
4

Import Contacts

Import Contacts
File | Bl

Encoding IEIigE 'I
Preses |address.csv

Preview
Hame Fax Mobile Email

58580 98765432 12345678 none@xxx.com. hk
55851 98765321 12345679 none@xxx. com. hk
fatatai 957BES210 12345680  none@xxx.com. hk
58583 98765099 12345681 none@@xxx. com. hk
5854 98764988 12345682  none@xxx.com. hk
5885 98764877 12345683  none@xxx.com hk
ftatala] SE7BA7EE 12345684  none@xxx.com.hk
8857 98764655 12345685  none@xxx.com hk
5858 98764544 12345686  none@xxx.com. hk
58389 98764433 12345687  none@xxx.com. hk

Importto IUnspeciﬂed j Confirm | Cancel |Rec0rd(s) Count: 10

gV File g|3MY
Customer

4|7Friends D | E
1 [hama Tlnhila Rieinace Fav  Rucinace Dhana | Fmail
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Figure 2
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