Creating and adding a fax cover sheet within 4-Sight FAX
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1. Create your cover page template
a. Use a publishing program, such as MS Word, to create your template.
i. Consider existing cover sheets as a basis for new cover sheet.
ii. Include company information, logos, confidentiality notices, etc.
b. This cover page is a template. Adding the data fields will be shown in step 7.

2. Save your cover page template into a PDF file

a. Select Print from the program Menu (see below)
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Print

Printer: | Tim's HP LJ 4100 Series [C5B397] +

Presets: | Default Settings
| Copies & Pages

I |

Copies: 1 E ™ Collated

Pages: (=) All
" Current Page

Selection
() From: |1

to: 1

(_ Page Range

Enter page numbers and/or
page ranges separated by
commas (e.g. 2, 5-8)

[ETHR'D lofl (> | b>

(@ Show Quick Preview

Page Setup...

Q) [.PDE ) Cancel

Open PDF in Preview
Save as PDF...

b. Then choose the PDF option and name the file (see below).

Save As: SSI FAX COVER SHEET Template.pdf | (]

Where: | (] Fax Cover Sheets ]

Title: SSI FAX COVER SHEET Template '

Author: [ |

Subject: [ |

Keywords: ‘ l

[ Security Options... J

| Cancel | | Save |

3. Transfer your PDF cover page file to the 4-Sight FAX Server
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a. Store file in the 4-Sight FAX Server 7.x -> Sample Cover Pages Folder (see below).
; " (al 4-gig}\t Fax Server 7.5 -

o (E) (2] &
iew Arrange Share Macintosh HD Quick Look
~ Name N
» [ Archived FAX Server Stuff
» [ Client Address Books
| DebuglLog.txt
» (] Documentation
" Email Log
" Fault Log
» (1] Fax Image Folder
» (] Fax Server Data
I Fax Server.app
» [ Incoming Folder
» [ Log Folder
» (] Queue Folder

» @ Sample Cover Pages

v (] Saved Faxes

4. Assign the Fax Cover Page within the 4-Sight FAX Server program

a. Go to the Setup -> Cover Pages option (see below):

m Format Windows H

Device... U
Queues & Archives... %G
Security Setup > |
Email... '
Printing...

Receipts...

Accounting...
Dialing... i
Server Address Book...

Imaging...
Fax Fonts... ##F

Licensing...
TCP/IP...
CallerlD...

b. Click on the first available Cover Page Profile button (see below)
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Cove' mr' Page Conﬁgurahon

@Use Profilel when ‘None’ is specified
Resolution: () Standard (e)Fine

| Profilel: | SSI FAX COVER SHEET#1.pdf
| Profile2: = SSI Cover Page wComments.pdf
E Standard Full Page
Profile4: = Standard Full Page
I ProfileS: | Standard Full Page
| Profile6: = Standard Full Page
| Profile7: @ Standard Full Page
| Profile8: @ Standard Full Page
| Profile9: | Standard Full Page
| Profile10: | Standard Full Page
| Profilell: = Standard Full Page
| Profile12: = Standard Full Page
| Profile13: = Standard Full Page
| Profile14: @ Standard Full Page

| Cancel | | OK |

c. Locate the Cover page created and select it (see below).

W PO s Ghiase g Eileuy

Choose a PDF or PICT file:

< > |EEE| | (1 Sample Cover Pages i) (Q

FAVORITES Nama - Date Modified v,
@ i b SSI FAX COVER SHEET Template.pdf 12:05 PM
. SSI Cover Page wComments.pdf 12/16/11
{&} timharatine 1 SSI Cover Page wComments.header 12/16/11
#\; Applications & SSI FAX COVER SHEET#1.pdf 10/10/11
5 Documents 8] SSI FAX COVER SHEET#1.pd.header 10/10/11
SSI FAX COVER SHEET#1 5/14/10
SHARED « Urgent Full Page 11/7/09
= SSI Time... =4 #) Standard Full Page.header 3/14/02
] 4D Server « Standard Full Page 3/14/02
& Macmini-002... QL Standard Half Page.header 9/19/01
« Standard Half Page 9/19/01
(& macmini-del... ®) Urgent Full Page.header 9/19/01
[ Nadia's MacMini
| Cancel | [ Choose |

5. Edit the Cover Page to complete the field assignments:
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a. Select the Edit Menu. Then select the “Cover Page” menu item and select the
cover page you just created that you want to assign fields within (see below).

m_Com_mands Setup Format Windows Help

t 35 X

Select All BA R -
SSI FAX COVER SHEET#1.pdf €1
Company Info... SSI Cover Page wComments.pdf 882

SSI FAX COVERTemp.pdf &3

Show Clipboard

Standard Full Page €4
Start Dictation  fnfn Standard Full Page %5
Ctandard Cull Dana wao

6. Select, Drag and Drop the Cover Page fields. For each field, it will be necessary for
you to select, drag and drop the appropriate field icon on to the cover page template.

The following examples show adding common fields to the cover page:

a. Adding the Date field (see below):

® 006 ] Cover Page Edit - Add Date.png "
mY(ai@](e][(Zi])[(35][(=%]Q

(sXs) SSI FAX COVERTemp.pdf
Date

Soft Solutions
2900 Chamblee Tucker Road
Building 12, Suite 200
Atlanta, Georgia 30341
(770) 457-9400 Voice
(770) 454-9800 Facsimile

DATE Date

FAXED TO:

COMPANY:

PP Er e s ome

REGARDING

b. Adding the Recipient (Faxed To) field (see below):
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e 00 [« Cover Page Edit - Add To.png =)

| 6
ol
=
[+ .
& Soft Solutions
[ & | To - Full Name 2900 Chamblee Tucker Road
o Building 12, Suite 200
o Atlanta, Georgia 30341
L (770) 457-9400 Voice
& (770) 454-9800 Facsimile
| & DATE: iBate
N
| & FAXEDTO:  [o-FullNeme o
| &)
._%. COMPANY:
~
c. Adding the Company field (see below)
=
O]
el
&
&= Soft Solutions
'S 2900 Chamblee Tucker Road
: Building 12, Suite 200
— Atlanta, Georgia 30341
| & (770) 457-9400 Voice
& (770) 454-9500 Facsimile
i DATE: iDate
l_ | Company | o
|| FAXED TO: o= Full Name
&)
iy COMPANY: Eompany .«
)

d. Adding the Subject Field (see below):

|| Cover Page Edit - Add Subject.png

)

k=

Il

| 1]
&

[ & | subject Soft Solutions
'Y 2900 Chamblee Tucker Road

E Building 12, Suite 200

| o | Atlanta, Georgia 30341
&, rgia

| = (770) 457-9400 Voice

| & | (770) 454-9800 Facsimile

i DATE: iDate

-

E=1

| &

% COMPANY:  EGiaiy

% REGARDING: Bt 4

2l

e. Adding the Fax # field (see below):
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Soft Solutions
2900 Chamblee Tucker Road
Building 12, Suite 200
Atlanta, Georgia 30341
(770) 457-9400 Voice
mile

Fax Number |

FAXED TO:

R D S e )

FAX NUMBER: _ [Fax Number - |

f. Adding the From field (see below):

|| Cover Page Edit - Add From.png

| 8 0O SSIFAX COVERTemp.pdf
ol

£

8] rom) .

33| Soft Solutions
- 2900 Chamblee Tucker Road
& | Building 12, Suite 200

| o Atlanta, Georgia 30341

& rgla

| S| (770) 457-9400 Voice

| & | (770) 454-9800 Facsimile

| o DATE: ipate

[ EL|

_lé_ FAXED TO: ’ﬁ':-fullﬂnme‘”i
| &

| &) COMPANY: B |
£

| REGARDING:  Subject

A

g L S ——
=

j'f_‘i FROM:  [Fom - I

g. Adding the # Pages field (see below):

800 §51 FAX COVERTemp. pdf

ol

B Pages

[+

= Soft Solutions

[ 2900 Chamblee Tucker Road

E Building 12, Suite 200

== Atlanta, Georgia 30341

| & (770) 457-9400 Voice

| & (770) 454-9800 Facsimile

i DATE:

-

ﬁ FAXED TO: o I

% COMPANY:

_;é REGARDING:

% FAX NUMBER:

FROM:
= PAGES INCLUDING THIS ONE: _ [Peges =
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h. Adding the Comments field (see below):

1®00 SSI FAX COVERTemp.pdf

Soft Solutions
2900 Chamblee Tucker Road
Building 12, Suite 200
Atlanta, Georgia 30341
(770) 457-9400 Voice
(770) 454-9500 Facsimile

DATE Date

FAXED TO: il

COMPANY: Lompany

REGARDING: Subject

FAXNUMBER: _ ¥ax Number 7777

Commants EROM Froi

PAGES INCLUDING THISONE: _ $agés

If you do not receive the number of pages specified above, or if you have any questions,
please contact me at (770) 457-9400. Our FAX number is (770) 434-9800

Fomments

7. When exiting the Cover Page editor, you will be prompted to save the edited file. Click
on Save (FYI, the file name may appear different, but it will be ok). See below

Save changes to "4SsvTEMP128460642"
- before closing?

' Don’tSave | | Cancel | L Save J

8. You are now ready to access the newly created cover page from the 4-Sight FAX
Client software. Please restart the FAX Client if it was running when the Server cover
page was added. This will allow the cover page list to refresh.
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