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The new ONEFAX User Guide is designed to help you be familiarized with all tabs
and icons you will find in your control panel. Through this guide, you will be able
to maximize the use of your account to make it suitable for your needs.

l. LOG IN

To access your control panel, enter your "Username' and "Password' in the upper right corner of
your ONEFAX homepage. If you have more than one number attached to your account, you can
click on the 'Switch Number' to select a number to manage.

Login
Usernarme:
kathreen@onefax. com

Fasswoard:

."II “|

=Fargatyour password?
=rew Llser? Sign up Mow.
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You can also log on to your account using www.onefax.com/cpanel. If you need to contact us;
you can use the links on the right side of the log in box.

Customer Hotline a "

Call 1-8D0-875-1FAX

C Livechat

sername|kathreeng@onefax.com

Pasgwird |eees| Forgot Password

Il. OVERVIEW

This is the main page of your control panel. All functionalities that are part of your control panel
can easily be accessed from here. On the upper right hand corner of the screen, your
username, fax number, Switch Number tab and Logout Tab are displayed.

angel@onefax.com | 2053160308 | Switch Number | Lagou

@OneFax e Y

Call 1-800-878-1

Main Messages Contacts Email Setup Call Log Account C Livechat
Send a Fax Message Buy Credits
Send your pdf, tiff, or postscript message to a fax here. Purchage credits to recharge your account and make faxing ahways
readyto use.
Received Fax Messages Pay Bills
All your inbound fax messages are stored and archived. Iake instant payments online and settle your bills on time.
Create a Contact View Call Log
Add a contact and manage your address book. Check details of your inbound and outbound fax messages.
+]- Date | Time From Fages Delete Download

Delete Selected
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You will be able to view the major tabs which are Main, Messages, Contacts, Email Setup, Call
Log, and Account.

Main Messages Contacts Email Setup Call Log Account
A) Main Tabs
Send a Fax Message Buy Credits
Send your pdf, tiff, or postscript message to a fax here. Purchase credits to recharge your account and make faxing abwvays

ready to use.

Received Fax Messages Pay Bills

All your inbound fax messages are stored and archived. fake instant payments online and settle your bills on time.
Create a Contact View Call Log

Add a contact and manage your address book. Check details of your inbound and outbound fax messages.

1. Send a Fax message-- This leads you to the page where you can start sending your faxes to
single or multiple recipients.

2. Received Fax Messages-- Clicking on this leads you directly to your inbox where all
received fax messages are stored.

3. Create a Contact-- The contacts page allows you to manage or add new contacts to your
address book

4. Buy Credits-- To instantly buy credits for your account, just click on this link.

5. Pay bills-- You can easily settle your bills with the credit card number you provided by
clicking on this link.

6. View Call Log-- This tab leads you to the inbound and outbound faxes on your account
which arranged from the oldest to the newest.
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B) Recent Faxes

Below these six Main Tabs is the ‘Recent Fax’ box where you can instantly view recently
received faxes once you have logged in to your account.

+ |- Date | Time Fram Fanges Delete Diowenload

Delete Selected

. MESSAGES
Use this tab to access your inbox, to send fax messages, and to store frequently used files
A) Inbox- Your inbox contains all your received faxes. It includes the number information of the

sender and the number pf pages the fax has. It also gives you the option to delete and
download the fax.

+- Date | Time From Fages Delete Dmwnload
F Tue 26 Jun 2007 1211 AMEDT BYT2001344 2 A PDF, PE, TIF
] Thu 14 Jun 2007 349 AM EDT 8772001344 2 X FDF, PE,TIF
F Wed 23 May 2007 2:35 AW EDT B772001344 2 x POF, PS, TIF
O Tue 24 Apr 2007 5:58 AM EDT Unkno 13 X PDF, PS5, TIF
/D Maon 23 Apr 2007 4:32 AW EDT Unknown 16 x RDF, PE,TIF
’/ Delet# Selected
- Click icon to delete on the Clicking
Click on 'Delete Selected single file you wish to remove on the file
after ticking on the box of from your inbox. type
the selected file you want allows you
to delete. to
download
the file
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B) Send Fax- This page lets you send your fax to a single or multiple recipients.

Source ¥ ? Acceptable File Types: PDF / PS [.TIF lick h
. Click on this to
File __Elruwse... . .
choose either single
Subject or multiple recipients
Destination kd
Fay Mumber T Nurmber Format Add 1 befare the 10-digit fax number. Click here for international farmat.
Attention
Caompany
Comments

How to Send a Fax Using Your Control Panel

1. Select the source of your file.

2. Click on 'Browse' to search for desired file to fax

3. Enter a subject for your fax

4. On the destination field, choose whether to send it to a single or multiple
recipients.

For single recipient: Add 1 before the 10 digit fax number. If you are sending outside
continental US, click on the link for the international format.

Source V ? fcceptable File Types: PDF (PS /.TIF

File

Suhject

Destination v

Fau Murnber T Nurber Forrmat; Add 1 befare the 10-digit fax number. Click here for intemational foremat
Attention

Company

comments | s
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For sending to Multiple Recipients: You may either use CSV (comma separated values) file or
input the fax numbers following the number format (1+10-digit fax number).

To Create CSV files using Microsoft Excel:

a. Open a new spreadsheet.

b. Enter the Phone Number, Company Name and Recipient Name in one row,
one entry per cell. You have the option to leave the Company and Recipient
name blank.

c. Repeat step 2 as needed.

d. Click on 'File' then 'Save as'

e. Select CSV (Comma Delimited) (.csv) in the drop down box labeled 'Save as
type'.

f. Click on OK then Yes.

5. Fill in other fields on 'Attention’, 'Company', and '‘Comments'. These will be included in your

fax cover letter
6. Click on 'Send Fax'

C) Stored Files-- Your control panel lets you store frequently sent files. This page allows you
to easily send a stored file. Just click 'Browse' to search for the desired file to save, write a
description, and click on Upload. Note that the only accepted files are .pdf, .ps, .tiff.

| [Delete Selected |

/

e
| Browse ¥ Acceptable File Types: POF / PS5 T

Click on 'Delete
Selected' after ticking on
the box of the selected
file vou want to delete.

Click icon to delete on
the single file you wish
to remove from your
inbox

Clicking on the
file type allows
you to download
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IV. CONTACTS

This page allows you to manage your Onefax directory. You have the option to view your
contact list alphabetically. It includes the fax number and email address of your contact. You
may send a fax or email a particular contact just by clicking on the fax number or email address.

/

Click 'New Contact' to add
a new contact to your list.

To create a new contact, click on ‘New Contact’ and fill in the necessary information, then click
'‘Save'.



