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Softwar e Requirements
SGL DocuSend requires the following software configuration:

Microsoft .NET Framework 1.1 and/or above
Either one of these operating systems. Windows 98, ME, XP, 2000

I ntroduction

Do you spend too much time running between your printer and fax machine? Stop wasting your time and paper!
With SGL’ s desktop faxing software, you can send faxes from your computer without tying up your phone or
fax lines.

If you have groups of people you frequently fax to, no problem! SGL’s DocuSend has an address book module
that makes it easy for you to manage your fax groups. If you already have a database, the software also has an
easy import feature that allows you to use your current lists with DocuSend. This service is especially ideal for
those who need to fax letters and forms out to individuals, plus the report alows you to have proof of
completion to the recipient.

SGL’s DocuSend software makes it easy to send alot of faxes or fax out a document to alarge group of people.
Either way, you will also be able to check on the status of your fax through the software aswell. And just like
our other services, we'll send you a detailed report once your fax job is complete. Once again, it's faxing made

easy!
Prerequisite Setup

Since DocuSend requires Microsoft. NET Framework 1.1 and/or above, you will need to make sure that the
software has been installed from the Microsoft’s Windows Update Website.

Proceed to launch your Internet Explorer Browser and then go to ‘Tools = ‘Windows Update’. Hit ‘ Scan for
Updates' to have the software scan your PC for potential update from Microsoft (Figure 1).

Once the scanning process is complete, go to the left menu under *Pick updatesto install’. If you are running
Windows 98, then click on *Windows 98'. If you are running ‘ Windows 2000’ then click on *Windows 2000'.
Theright hand pane will present you with a list of updates. Go ahead and scroll down until you see * Microsoft
NET Framework version x.x’. Select this option and follow the on screen instruction to proceed with the
installation. If you cannot find the Microsoft .NET Framework option, your PC probably has the software
installed already.
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Figure 1. Windows Update Screen

Installation

InstallShield Wizard

Preparing to Install...
SGL DocuSend Setup is prepaning the InstallShield

Wwizard, which will guide vou through the program setup
process. Pleaze wait,

Configuring "Windows Installer

|

Cancel

Figure 2. Installation Screen

Once you have successfully installed the Microsoft .NET Framework, you can proceed to double click on the
DocuSend software you have previously downloaded on the hard disk. Y ou will then be presented with a path
to unzip the software. After the auto unzip process is done, the installation program will launch by itself

(Figure 2).
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Figure 3. Installation Screen

InstallShield Wizard

Customer Information
Flzaze enter your infarmation.

Uzer M ame:

Compary Mame:

SGLC

Inztall thiz application for:

' Anpone who uges this computer [all users]

 Only for me [DeepSpace?)

InstallShield

< Back | et = I Cancel

Figure 4. Installation Screen

Figure 4 shows you the 3 stage of the installation process. Just type in your name and company name and then
hit ‘Next’ to proceed.
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Installshield Wizard x|
Chooze Destination Location .
Select folder where Setup will inztall files. | 5

Setup will inztall SGL DocuSend in the following folder.

To install to this folder, click Mest. To install to a different folder, click Browse and select
another folder,

Destination Folder
’7f:'\F'mglam Filez

ImstallShield

< Back | Memt = | Cancel |

Figure 5. Installation Screen

On this screen, you can select a different folder to install the application on. Hit ‘Next’ when you are done selecting a
destination folder.

Select Features 3
Chooge the featurez Setup will ingtall l .

Select the features pou want to install, and clear the features you do not want to ingtall.

DacuSend B DBSCIIDtIDn
g TifE Printer Driver
Space Required on F 1444 K
Space Available on F: 5394880 K
InstallShield

< Back | Mext » I Cancel

Figure 6. Installation Screen

There is nothing to configure on this screen, just hit ‘Next’ and the software will process the rest of the
installation.

Once the installation process is complete, you might have to reboot your PC.
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Setup

We are amost done! The next step isto configure the software to sart sending faxes. Notice that thereisa
DocuSend Icon being placed at the right bottom corner of your PC. Go ahead and right click on the icon and

select ‘ Show DocuSend’. Y ou will then be presented with the DocuSend window.

Show DacuSend

) A 1143 AM

Figure 7. DocuSend Icon

* SGL DocuSend 1.02.0727 = ||:|Ii
File Fax AddressBook Confiouration  Help
General
Uszertame : |test
Pazzward : |
First Marme : |John
Last Mame : |Doe
Fan # :| il - | 308 - |aaassaa
[ Country - Area - FaxMumber |
Tiff Resclutio : [3001% 300 dpi =l
[DocuSend Server Sequence Server2 r
Serverl
Serverd l
Fiety Each URL Connection © |1 [1 793 Times]
Fepeat & URL Set: 1 1~ 33 Times]
Cornection Time Out: 110 [10~ 333 Second)
I Keepfax Images After DocuSend Clased
Get Default |

Figure 8. Setup screen

Click on the configuration screen and enter your assigned UserName and Password. Y ou can also enter your
first name, last name and fax number (this information will automatically be pushed onto the cover page later).
Please do not change any other configuration on this page. Doing so might result in failure to send any fax.

What documentscan | fax out?

DocuSend installs atiff printer driver on your PC and utilizing that driver, you are able to generate a fax from
virtually every application that is capable of ‘printing’ through the driver. These include Adobe PDF, Microsoft

Word, Excel, PowerPoint, Adobe Illustrator, QuarkXpress, HTML, any many others.

Getting Started

After you have composed your document, go to ‘File’ - ‘Print’ and then select the special ‘Virtual TIFF pilot’

printer driver from the drop by box. Press‘OK’ when you have selected the driver.
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Figure 9. Print screen
Step 1: Preparing the fax image

The printer driver generates a TIFF file from the document. Be patient as sometimes it takes the driver alittle
longer to recreate the fax documents especially if the documents contain lots of graphics or is multi-page.
DocuSend then displays the fax image (figure 3) as shown below. Y ou can proceed to zoom into the fax image
or remove the fax image from sending.

If you need to fax documents of different origin (Excel, Word, Adobe), then all you haveto do is‘Print’ each

one of them in sequence utilizing the *Virtual TIFF Pilot’ printer driver. You will then be ableto seea
collection of TIF images being presented on the left side.
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File Fax AddressBook Configuration  Help

Step 1 |Step2| Step3| Step4|

Stepl : Collect file(s) to Fax.

] ricrozoft word - Documentd (00020001 )

[~ Lock Image Percentage
[~ Check &l HemoveEheckedl Add | Image Size : |[FEokaal ~

Memt > |

Figure 10. Step One
Configuring Fax | mage Resolution
The default fax image converted is 150 x 150 dots per inch. Y ou can change the default fax image by going to
the Fax Configuration page (figure 8).
Step 2: Building your fax recipient list
On this screen, you can either type in the fax recipient information if you have a single fax to send or pick from
apreviously saved fax group. Please note that each fax must have the country code assigned even if you are
faxing domestically.
One by One

Once you have entered the recipient information, press the ‘=’ button to add it to the ‘ Recipient List’. Enter as
many recipients as you like then pressthe ‘Next’ key to go to the next step.

From Address Group

Selecting this option enables you to select a group of fax numbers from the database.
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" SGL DocuSend _ Ol x|

File Fax Address Book Configuration  Help

Step1 Step2 I Step 3| Step4|
Step2 : Build Fax Recipient List

Recipient List Of Thiz Fax.Job
First Mame | Last Mame | Comparny | Title | Fax M

' (One By One
" From Address Group

¥ |mary jarne abc compa  CEO 1-650-1

First Mame : Imar_l,.l

Lazt Mame ; Iiane

Compary : Iabc: company

Tile : [CED

Fastt [ 7 - [500 - i

Country - Area - FasMumber

[ Select Al Remave Checked | ¢ Back |

Save fz I Remove Duplicate I Mest » I

Figure 11. Step Two Building Fax List

Step 3: Select other options

" SGL DocuSend - Ol =|

File Fax #Address Book Configuration  Help

Step 1| Step 2 5t8D3|Step4|

Step 3 : Select Cover Page Option

Option
V¥ FaxHeader
" Mo Cover Page 1+ With Cover Page " With Banner

Subject |test subject

Cantent |hi Mary, please read this!

< Back |
Meut » I

Figure 12. Selecting Other Options
Fax Header: Insome countries (eg. USA), it is mandatory that you include the fax header for all outgoing fax.

With Banner: Figure below shows how the fax header, fax recipient info (with banner) would look.
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With Cover Page: Figure shows how the cover page would look.

Hoador =——fe | 22000 52400 AM 20 Corporatian

Raciplant o Franklin 15552247586
Information = | From Marce Smalnya

Z) s6L Coparations  Automated Invoicing

Automated Invodcing System Saves Time and Money
I CrUSROITH dasteices, el Dorp e ln o Coul ckErmini el Gty
repiocing Todtonol moked olls with outomaied emal of Ioed rwdlces. 531

Corpoiion ol 0 Datker Wiy 50 e T e, Cul ook, ond Colecs morsy
v el

Fax Contant = Benefits of Automated Invelicing:

O 5ave maonay on Roshogs and resounces.

0 Sorve lire on adminkliclive dulies, preganlion and
rrialire of invioces,

O Irvckces can be limed lo coincide wilh proaduct
delveries, payment cpcles, o any olber miestones.

How SGLC Automated Involcing Works:

1. s e ey S e invcameecaion
2. Autcemmrga imbarnotion inho one of SE0CS CLEomined imecicing tem phaies

3 Erval o fexs irwaes b Slenl s cusiormes nstkan i eousy

Call L BEE.BE9 5465
A Qsk ool Ausomiated Invocing

Femova
Statement = T T

Figure 13. Sample Fax
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Racipient e
Fax Numbear =g
Sandar =i
Subject e

Conlan] =g

Step 4: Other Misc. Options

Fax

Toy: Franklin

Fax: 15552247586
From: Marce Smaleya
Re: Automated Involcing

Improve your customear sarvice!

Figure 14. Sample Fax

The last step of the fax process allows you to do the following:

Job Reference Name: Give the job areference name that you can remember. Y ou will be able to refer to the

job status later on via this name.

Schedule Fax Job: Please ignore this option if you wish to have the fax transmit as soon as possible.
Otherwise, you can proceed to schedule this job to go out a a certain time by checking the box and select the
date and time from the drop down box. Important: The scheduled time is in US Pacific Standard Time so

please allow enough time for the job to be scheduled.

Check recipient info: Thisoption isonly valid if you picked ‘With Cover Page’ or ‘With Banner’ in step 3.

Y ou essentially tell the fax service to include certain recipient field information into the fax banner or fax cover

page.
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* SGL DocuSend : B ] 54

File Fax Address Book Configuration  Help

Step'll Step2| Step 3 Slep4|

Step 4 : Setting Up Fax Job

Job Reference Mame : [Masimum 255 Characters]

Itest job 1

v Schedule This Fax Job : [aithin 72 hours from now)
Uncheck means launching this Fax job immediatelly.

|2004 June 23 130125 x|

[Thig iz the time on DocuSend ServerPacific Time] this fax job will be launched)

Fleaze check at least one recipient info below to display in "To:" field on the Fas.
You may change the display order by changing the info arder in the list below,

[ Last Mame *
[ Company
O Title -‘v

Job Summary

Tatal Document(z] : 1

Total Recipient(s] . 1 < Back |
Subrnit |

Figure 15. Step 4 Setting up Fax Job
Finishing up
After the job has been transmitted, you will be presented with a screen as shown below. You can proceed to

check on the necessary radio button and hit ‘OK".

Clean up thisjob profile: If you are going to send in adifferent document, please select this.

Don’t clean up thisjob profile: If you are going to ‘resend’ this document again, please select this.

Send one more fax job: Selecting thiswill bring you back to *Step 1’ of the fax process again.

Check Fax status: Selecting thiswill take you to the fax status screen where you can check the status of past

jobs.
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* SGL DocuSend

- File Fax Address Book Configuration  Help

=10l =]

Step 1 | Step2| Step 3 Stepd |

Step 4 : Setting Up Fax Job

i
FaslJoblD = 2635545) iz successfully zent and the log file iz saved as :
F:%Fragram FileshSGLAD ocuS endFax Logh 200406291 54059 kxt

A

B
L Flease check the following options before you click on 0K button.
= Clean up MNext Step

T:c ¢ Clean up thiz job profile " Send one mare Fax job
E ¢ Don't clean up this job profile & Check Fax status

]

Ok |

Total Document(z] : 1

Tatal Recipisnt(z] : 1

< Back |

Checking Fax Status and/or Terminating a Job

To check the status of all your faxes, go to the ‘Fax’ = ‘Check Fax’ menu. Click on ‘Check Fax’ and the
system will present to you all fax transactions completed over the past 6 days. Y ou can double click on each
Jobl D to get amore detailed report of each fax transaction. You can also ‘Right click’ on each JobI D to

Figure 16. Finishing up

terminate a job that has just been sent (if the job has not gone into the fax queue yet).

" SGL DocuSend

File Fax Address Book Configuration  Help

=10l x|

Check Fax Job

JoblDis): |

Exp: 123412351236 [Empty to select all jobs in pour account. |

Check Fax |

JoblD

Please double click on the Jobl D to get detail status of each b

| Job Refer | Job Statu | Tatal Reci Total File | Friotty | Received | Complete | Schedule | Fram Fax

2627234
2627333
2627636
2627957
2623875
2629876
2623877
2629879
2623380
26300241
2630343

testd Job termi 1 3
test Unknown 1 1
test Unknown 1 1
testh Complete 1 1
test Unknown 1 1
test Unknaown 1 1
test Unknown 1 1
test Unknaown 1 1
test Complete 2 1
Shannon  Complste 1 2

2 1

test Complete

0 B/23/200 B/23/200
B/23/200 B/23/200
B/23/200 B/23/200
B/23/200 B/23/200
6/24/200 B/24/200
B/24/200 B/24/200
6/24/200 B/24/200
B/24/200 B/24/200
6/24/200 B/25/200
B/24/200 B/24/200
6/24/200 B/24/200

I s B e Y e Y o Y e Y e Y s Y e Y o o |

|2DD4 June 27 [12:59:58) ;"- Job After Thiz Time
|2EIEI4 June  28[1253:58) jl‘ Job Before Thiz Time
Refresh |
100 =] Recod / Page Total Job(s) : 23 [¢ |_<| Page 141 Ll >I| Jump to page I 1| Go |

Figure 17. Check Status Screen
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" SGL DocuSend =100 x|

File Fax Address Book Configuration  Help

Check Fax Job
JobiDfs): | Check Fax |

Exp: 123412351236 [Empty to select all jobs in your account.)

[2004 June 27125358 | Job After This Time
{2004 June 281125358 x| Job Before This Time

|1DD 'l Fiecord £ Page il'sitgllITransactlon Ll_(l Page 141 _>I;II Jump to page : I 1 EI

il of Jobl D = 2630021

JoblD | TasklD | Task Stat| ToFaxM | Tatal Rec| Total Pag| Tatal File | Received | Camplete | Duration]
» 230021 4229717 Succeed 1360495 2 2 160874 B/24/200 B/24/200 81

Figure 18. Check Status Screen
Adding New Fax Group

Before you import anew fax database, you must click ‘Add New’ to add a new fax group. Type a meaningful
name for the ‘Group Name'.

* SGL Docusend : 101 x|

File Fax Address Book Configuration  Help

Address Group Add New let3 Recipent
. First Mame | Last Name
| (GowpName Rereme_|
Delete |
Import |
E xport |

(Add New Groun i

Group Mame :

Te :IlESt |New York Sales Leads

Lazt Mame : I—
Dizarmpatiy Inew—
Te:[

Fan # I@ = I? = |555— :I

[ Country - Area - FasMumber |
Description : ;I

[~ Recipents in other &ddress G

[~ Select Al

LI f odify I Delete I Remove Duplicated

Figure 19. Adding New Group

Import Fax Database
When you are ready to import anew fax database, click ‘Import’ and you will be presented with a window pop-

up asking you to browse for the file that you wanted to import. You can only import atext file so if your fileis
originally in Excel you would have to launch Excel and re-save the file asaMS-DOS Text file.
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Once you have successfully browsed for the file you wanted to import, you will be presented with the ‘I mport
TXT/CSV File' screen, proceed to hit ‘Get Row’ so that the program picks up the first row. You can then
decide which field delimiter is appropriate for your file. 1f your file has previously been saved asa CSV file
then selecting Comma (,) and then hitting * Get Row’ again will result in the program picking up all the fields
contained within the CSV file.

" SGL DocuSend 2 o ] 24

File Fax AddressBook Configuration Help

Import TXT/CS¥ File | .
P
[ Skip First Row
b
Field Delimiter - £+ T . ¢ Semicalon[:) (" Tab ¢ Oth I
ield Drelimiter amma [, ] emicolon [ ;] al el
. Text Field(z] : To Address Group I j
r Field M apping
doe
E502354452 ADE Ficlds - Text Field | ADE Field
IFirstName *l
Cancel | et >3 | *40B Figld "Fax Murmber'" iz required.

Figure 20. Import Process

In our example below, you can then proceed to map ‘John’ to ‘First Name’, ‘doe’ to ‘Last Name’ and
6502354452' to ‘Fax Number’. Hit ‘Next’ when you are done.

Import TXT/CS¥ File |

™ Skip First Flow

Field Deliviter:  Commal.) " Semicolon(;) " Tab " Other | |
ield D efirniter ammal emicolon [ ;] d & Get Fow

Text Field(s) : To Address Group I j
ol Field Mapping
502354452 ADE Fislds - Text Field | 4DE Field

john First Mame

doe Last Mame

E502354452 Faax Murnber

Cancel | Mest > |

Figure 21. Mapping
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On the next screen, you must let the program know if you had already included the country code for the fax
numbers. In our example, all fax numbers are United States domestic numbers where’ 650 *is the area code and
12354452’ is the phone number. Inthis case we know that we need to have the program automatically insert
country code ‘1’ (United States) so the second option ‘ Please help me add this country code to al these Fax
numbers' is selected. If your fax list already had ‘1’ in front of each numbers, eg. ‘16502354452’ , then please
select *Only import Fax Numbers containing this country code’ and ‘United States' so that they program can
separate the country code ‘1’ from each number as it imports all the fax numbers.

Import TXT/CSY File g =
Specify Country Code
ou didn't specify the "Country Code" field, but this field iz ezzential to DocuS end.

If wour recipient list containz "Country Code" field, please click "Back' button and import it.
Othenwize, select one of the options below to specify the "Country Code''

Only import Fax numberz containing IUnited States [Continental] (1) j
thiz country code

I Pleaze help me add this country code IUnited States [Continental] (1] j
ta all theze Fax numbers

These Fax numbers go to different
courties

<< Back | Import > |

Figure 22. Import Process
Contact Information

SGL Corporation
4984, El Camino Real, Suite 101
Los Altos, Cdifornia, USA

Tel: 1-650-237-0448
Fax: 1-650-237-0468

Website: www.sglc.com / www.ifaxbroadcaster.com
Email: customercare@sqglc.com
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