Broadcast Fax Service


Account:



Phone Number:



Security Code:


The broadcast fax service allows you to quickly and easily send a fax to a list of fax numbers.
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Enter enter a fax number

 -- or -- Press # by itself to

     return to the edit list menu

After each entry, the addition

is confirmed and you are

asked for another fax number.

Press # if you are done

entering numbers.

Edit List

Select a list to edit

If this is a new list, you will be

asked to confirm the list

creation and then prompted to

begin entering fax numbers.

Edit List Menu

1 - add fax numbers

2 - remove a fax number

3 - fax a copy of the list

9 - delete the whole list

* - return to main menu

Remove a fax number

Enter enter a fax number

The number is removed from

the list and you may continue

at the edit list menu.

Fax a copy of the list

Enter the fax number where

the list should be sent.

In a few momemts, the system

will call the fax number you

entered and fax a copy of the

list.  If you are currently using

the fax machine, you need to

hang up so the system can

send you the fax.

Delete the whole list

You must confirm that you

want to delete the list.

The list is deleted and you

may continue at the main

menu.


A quick test of the service

From a fax machine, call the fax broadcast service and enter your account number and security code.

Press 1 to start a broadcast.

Press # to upload a new document.

Enter your 10-digit fax number, followed by the pound key.

Press # to skip getting a report.

Place a document in the fax machine and press the send button.

When the document is done sending, hang up and in a few moments, your fax will be sent back to you.

Uploading a document

From a fax machine, call the fax broadcast service and enter your account number and security code.

Press 2 to upload a document.

Enter the document number, followed by the pound key.  Example: 1#
Place the document in the fax machine and press the send button.

When the document is done sending, you may continue your call by uploading additional documents, or you can start a broadcast with the document you just uploaded.  It might be a good idea to do a test broadcast to just yourself to make sure your document was scanned properly during the upload process.

Broadcasting to just one number (document test)

It is recommend that you test your documents after uploading them, particularly if you are going to do a large broadcast.  You can also use this function if you have forgotten what you uploaded on a particular document number.

From any touch-tone telephone, call the fax broadcast service and enter your account number and security code.

Press 1 to start a broadcast.

Enter the document number.  Example 1#
Enter the 10-digit fax number where you want to send the document.  This can be your own fax number, or it can be any other fax number.

Press # to skip getting a report.

The system creates the broadcast event and you can continue your call at the main menu.  However, if you are using the fax machine that you want to receive the document, you should hang so the machine can answer the call.

Start quick broadcast

From a fax machine, call the fax broadcast service and enter your account number and security code.

Press 1 to start a broadcast.

Press # to upload a new document.

Enter the list number that contains the fax numbers you want to send the document to.  Example 1#
Enter the 10-digit fax number where you want to send the report.  This can be your own fax number, or it can be any other fax number.

Select the type of report. Option 2 is most likely what you want, so press 2 for an exception report.

Place a document in the fax machine and press the send button.

When the document is done uploading, the system will begin sending it out to all the numbers on your list.  You may hang up, or continue using the service at the main menu.

Start a normal broadcast

From a fax machine, call the fax broadcast service and enter your account number and security code.

Press 1 to start a broadcast.

Enter the document number to send.  Example 1#
Enter the list number that contains the fax numbers you want to send the document to.  Example 1#

Enter the 10-digit fax number where you want to send the report.  This can be your own fax number, or it can be any other fax number.

Select the type of report. Option 2 is most likely what you want, so press 2 for an exception report.

The system will prepare the broadcast.  

You may now hang-up or you can continue using the service at the main menu.

Reports

There are three types of reports you can choose from: summary, exception, and detail.

· The summary report lists how many faxes were sent, how many failed, and any fax numbers that are no longer in service.

· The exception report includes all the summary information, plus it lists the fax numbers that failed to receive your fax, along with the reason for failure.

· The detail report includes all the summary and exception information, and also lists additional information for each successful fax sent, such as retry count and transmission speed.

Summary Report

June 10, 2000
ACME widgets
Broadcast Fax


Broadcast Date:
June 10, 2000 11:43 AM
Successful Faxes:
4


Document:
5
Incomplete Faxes:
3


List:
2
Total Pages:
4

The following fax number(s) were reported as not in service


612-265-3100



Exception Report

June 10, 2000
ACME widgets
Broadcast Fax


Broadcast Date:
June 10, 2000 11:43 AM
Successful Faxes:
4


Document:
5
Incomplete Faxes:
3


List:
2
Total Pages:
9

The following fax number(s) were reported as not in service


612-265-3100

The following fax number(s) did not receive the complete fax


Fax Number
Pages
Attempt Status(es)


651-265-3100
1
DISCONNECT BUSY BUSY NO ANSWER


651-265-3200
0
NO RESPONSE NO RESPONSE NO RESPONSE NO RESPONSE



Detail Report

June 10, 2000
ACME widgets
Broadcast Fax


Broadcast Date:
June 10, 2000 11:43 AM
Successful Faxes:
4


Document:
5
Incomplete Faxes:
3


List:
2
Total Pages:
9

The following fax number(s) were reported as not in service


612-265-3100

The following fax number(s) did not receive the complete fax


Fax Number
Pages
Attempt Status(es)


651-265-3100
1
DISCONNECT BUSY BUSY NO ANSWER


651-265-3200
0
NO RESPONSE NO RESPONSE NO RESPONSE NO RESPONSE

The following fax number(s) received your fax


Fax Number
Date/Time
Pages
Minutes
Attempts
Status(es)


952-555-1212
6/10 11:45
2
2
1
SENT


612-555-1212
6/10 11:51
2
1
2
BUSY SENT


651-555-1212
6/10 11:45
2
2
1
SENT


763-555-1212
6/10 12:56
2
2
4
BUSY BUSY BUSY SENT



Web Site Related Information

Please note our web site is www.broadcast-fax.com and contains a hyphen between broadcast and fax.

Our account services web site is a straightforward way of loading lists, documents, starting and managing broadcasts.  By loading documents through the web site it's possible to get hire quality faxes than loading documents through a fax machine.

You must login through the account services function to use the web site.

To load lists use the import function under Lists.

To load documents use the import function under Documents.

To start a new broadcast select start under the Broadcast menu item.

Adding Lists

To add new lists you may send the list data to support@actualsoftware.com, upload them via our web site at www.broadcast-fax.com or enter them via the telephone.  Entering lists over the telephone is not advisable for long lists. Lists sent via e-mail should be Microsoft Word, Microsoft Excel or text files using the format.

List Format

The fax number must be the first field on the line.  One fax number per line using the following format with the fields (if there is more than one) being separated by tabs or the comma separated format (CSV):

Fax number
Name
Company
Address 1
Address 2
Address 3
Address 4
Other










Examples:

651-555-1212


651-555-1213
John Smith
Global Enterprises

651-555-1214

Local Enterprises

Only the fax number field is required.  Use 10 or 11 digit phone numbers, i.e., always include the area code.  Punctuation such as ().-/ are acceptable as they will be ignored.  Contact support for other formatting issues.

Adding Documents

New documents may be added to your account through a fax machine, through our web site www.broadcast-fax.com or mailed to support@actualsoftware.com.  Documents with detailed graphics or photos tend to increase transmission times and, consequently, transmission costs.

Printing your document and then uploading it via your fax machine is the easiest method of uploading new documents and is suitable for most applications.  If you want the highest digital quality use one of the methods below to generate a document in a compatible format and upload it to your account via the internet.

Document Formats

Documents uploaded over the web or e-mailed to support@actualsoftware.com should be in Postscript (.ps), Adobe PDF (.pdf), or TIFF (.tif) format.  There are a variety of methods to easily convert your document to one of these formats.

Creating PDF Files

Microsoft Publisher, PhotoShop, Adobe Acrobat, Quark and other programs can directly create PDF files.  If you have the commercial version Adobe Acrobat it includes a print-to-pdf file feature called PDFDistiller which is usable from any application.

To avoid font substitution problems you should chose use Job Options under the settings menu and then make sure "Embed All Fonts" is clicked.

Creating Postscript Files

If you are using one of the Microsoft Windows operating systems there is a print-to-file method to create faxable Postscript files.  This simple method relies on creating a new pseudo Postscript printer with the "Add New Printer" function.  This will allow you to print to a file and create a Postscript version of your document automatically.

Create an Apple Laserwriter II NT printer to do this.  As part of the "Add New Printer" wizard you have the option to select where the pseudo printer is attached.  Select print to disk or FILE:.  You will need the operating system installation software for this process in order to install the printer driver.  Do not select this printer as your default printer.  After you have created a printer you can create Postscript output files by selecting this printer in your application when you print and clicking the "Print to File" box on the printing dialog box.  This will give you an opportunity to name and save the output.  In most applications you will have to use the Print function under the File menu rather than the printer icon in order to by-pass the default printer (your real printer).

In Microsoft Word, the program wants to save the output as a .prn file.  This will be still be a Postscript format file.

Creating TIFF Files

TIFF is a common format used by fax specific software tools. Generating documents in TIFF from a scanned source or PhotoShop can also produce good results but generally requires great attention to detail and can be quite complicated.  In general create your document to be exactly 1728 pixels wide, black and white (NOT gray scale) and compressed using group 3 compression.  Contact support for further information.

There are other methods of creating Postscript, PDF and TIFF (.tif) files depending on what operating system, application and document conversion tools you have.

09/12/01

6 of 6

_1041861576.vsd

_1041779340.vsd

