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C2 FAX


Revision 2.00

PROPRIETARY NOTICE: This document contains information of a proprietary nature which is the property and trade secret of Compusource Corporation.  Under no circumstances is the information contained in this document to be used, copied, or reproduced without the prior written consent of Compusource Corporation.

C2 FAX 
FAXING MESSAGES AND REPORTS
The C2 Fax  system allows you to easily fax a report, a message, or a text file to a contact. 

Faxing a Report
The C2 Fax package operates just like a printer. The fax option is selected from the list of available printers. (See the Setting up a Fax Printer Option section for a description of creating the special fax printer). Once the fax option is selected, any document printed will be faxed. When the document is printed, a pop up window will display and prompt you for the From/To/Fax# information. In addition, a pre-defined cover sheet can be selected. (See the Creating Cover Sheets section for a description of how to set these up).  The program also prompts you for any comments you want printed on the cover sheet. 


The above screen shows the window that displays to prompt for the fax information. The To: field allows you to look up the contact information from a personal address book, a company wide address book, or from CONTRAC2 files that contain a fax number (e.g., Vendor file, etc.). If you are not sure of the number, enter a ? to search for the fax number. Once a contact is entered or selected, the remaining information is automatically displayed. This can be changed if necessary.

Comments can be added to the cover sheet by entering the comments in the Comments field. The number of comment lines that can be entered is determined by the ^COMM-xx^ variable on the cover sheet. Once the comments have been entered, hit HOME-E to end the comment entry. Additional help can be displayed by hitting HOME-?. You can also end out of comment entry by hitting . (period) RETURN as the first character on the line.
Tip
If the fax printer option is selected and you decide to print the report to a different printer, you can hit ESC in the above screen or select the End fax option. The program will display a window that tells you the report is about to print to the fax printer and asks if this is OK. Enter N and the program will display a list of available printers. Select the printer you want to use to print the report.

Faxing a Message
The C2 Fax system allows you to fax a quick note to a contact. Select the Send a Fax Message option from the Fax Menu. The program first asks for the name of the text file you want to send. Hit RETURN to skip this prompt. The program will next ask for the fax information. Once the information is entered, the fax will be sent.

Adding a Text File to the Fax
In addition to reports and screens, you can also fax the contents of a text file. Sending a text file is similar to sending a message. Select the Send a Fax Message option from the Fax Menu. The program first asks for the name of the text file you want to send. Enter the name of the text file you want to send. If the file is not on your search list, you must enter the full path. The program will next ask for the fax information. Once the information is entered, the fax will be sent.

FAX STATUS
Displaying Status of Faxes
The View and Acknowledge Faxes option from the Fax Menu displays all faxes that have been sent or pending. If a fax could not be sent, an error message is displayed under the description. This screen can also be used to resend a fax, or a fax.  Additional information can be displayed for the faxes by selecting the Detail option.

The following screen displays the View and Acknowledge Faxes screen.


9

Additional information about a specific fax can be displayed by selecting the Detail option on the View and Acknowledge option. The following is an example of the detailed fax information. 


Resend a Fax

The View and Acknowledge Faxes screen can also be used to change the fax phone number and status. If you need to change the fax number, enter the line number of the fax to be changed. The cursor will move to the status field (S). Hit \ (backslash) to move to the phone number field. Enter the new fax number in this field. Once the number is entered, hit RETURN to move the status field. Enter S in the status field to resend the fax. 

Deleting a Fax
Faxes can also be deleted from the View and Acknowledge Faxes screen. Enter the line number of the fax you want to delete. The cursor will move to the status field (S). Enter D to delete the fax. The system can also be set up to automatically delete faxes after a predefined number of days. The Days to Keep Faxes field in the Control file determines how many days a fax will remain in the system.

ADDRESS BOOKS
The C2 Fax system can read fax numbers for a personal address book, a company address book, or one of the CONTRAC2 files that contain fax numbers (e.g., Vendor file). Entries in a personal address book are associated with a login name. Only the person using this login will have access to contacts in the personal address book. This allows each person to have their own list of fax numbers. 

Entries in the company address book are not associated with a specific login. Entries in the company address book can be accessed by everyone.

Adding Entries to an Address Book
Entries are added to an address book “on the fly”. If you enter a name and fax number that is not in any  of the address books, the program will ask if you want to add the contact to your personal address book or the company address book. Enter P to add the contact to your address book. Enter C to add it to the company address book. If you do not want to add the contact, enter D.
SET UP

Setting Up the Control File

Before you can begin faxing, the Fax Control file must be set up. This file controls how the Fax system operates. The company name in the Fax Control file can be printed on the fax cover sheet. The dialing information (i.e., long distance prefix, foreign prefix, etc.) is used to determine if any additional area codes, or prefixes are needed before the number is dialed. 

The following is an example of the Fax Control file:

.


On-Line help can be accessed for each of the fields in this file by pressing Ctrl-F1.

Setting up the Fax Area Code File
The Fax Area Code File is used to specify those Area Codes that do not need a leading 1 for dialing. This is for regions that require 10-digit dialing.  

The following is a sample Fax Area Code File:


Setting up a Fax Printer Option

The Fax system allows you to fax any report or screen that can be printed. A fax option must be set up before you can fax reports and screens. The fax printer option is set up through the Available Printers Maintenance option (System Utilities Menu). 

The following screen is an example of a fax printer.

UTFMCQ                   Available Printer Maintenance                6/24/00 

 Rev 6.00.10                                                           12:55:00

Display Order: 25  Description: Fax Report                                      

 Printer Name: @FAX                                                             

 Machine Name:                                                                  

                Form Feed Flag: N    Override Maximum Lines/Page:  56           

Printer Initialization Command:                                                 

     Script to Run When Opened:                                                 

     Script to Run When Closed:                                                 

         Ranges of Valid Ports:                                                 

  Program to Run When Selected:                                                 

         Only Open Exclusively:                                                 

         Associated Forms Name:                                                 

      Warning:                                                                  

Find, Next, preV, Prt, Othr, End                                                

Creating Cover Sheets
A cover sheet editor is supplied that can be used to create multiple cover sheets. The cover sheets are used when faxing a message (Send a Fax Message option) or when printing a report.  This editor allows word processing like functionality and allows you to add special variables to the cover sheet. These variables are replaced at fax time with the actual contents entered on the screen when the fax is sent. Hitting HOME-? displays help for the editing screen.

The screen on the following page shows an example of a cover sheet. The second screen displays a list of the variables that can be used on the cover sheet.



Adding Graphics to Faxes
In addition to text, you can add graphic elements, such as logos, and form headings to your faxes before they are sent. These graphics are overlaid on the first page (cover sheet) of the fax. You can also have a form (e.g., invoice, purchase order, etc.) overlaid on each page of the fax. Contact your Customer Service Representative for assistance with overlaying a form or adding graphics.

STARTING/STOPPING THE FAX SERVICE

The Start Sending Faxes option must be running for faxes to be sent.  You will need to select this from the Fax Menu.

On Unix systems, typically you will select the option to run in Background.  Optionally, you can say No to this question and the Fax program will display it’s messages on your screen.  

On Windows based systems, you MUST say No to running in Background.  The window can then be minimized if you like.

FAXSEND                      Compusource Corporation                  10/26/00

Rev 2.00.01                      Send Fax Files                       12:55:00

Do you want to run the fax send program in background? (Y/N/E): N                 

Enter ‘Y’ to run in background, ‘N’ to display on the terminal, ‘E’ end program                                                

Selecting the Stop Sending Faxes option from the Fax Menu can do stopping the Fax program.

SPECIAL CONTRAC2 FORMS THAT CAN BE FAXED

The following items that are normally printed on forms can also be sent via fax:

Invoice Reprint

Invoices can be reprinted or sent via fax using two different methods.  The first method is by selecting the Invoice Reprint option from the Dispatch Main Menu. You will be able to specify the Invoice number and if you want to print or fax.  When you select the Fax option, the system will display the Contact Name and Fax phone number from the Customer file.  You are given the opportunity to override either one of these entries.

The other method of reprinting an invoice via fax is to view a Work Order in History.  Once the Work Order is displayed, a Fax Invoice option is given. When this is selected, the Contact Name and Fax phone number from the Customer file are displayed.  You are given the opportunity to override either one of these entries.

Purchase Orders

Purchase Orders can also be sent via fax using a number of different methods.  

Regular (Long) Purchase Orders can be faxed using the Fax option within the Purchase Order Entry screens.  Both the header and line screens have Fax options.  When the fax option is selected, the system will display a message indicating the number of times the PO has been printed or faxed previously, and it will ask if you want to fax it again.  If you say Yes, it will display the Vendor Name, Contact and Fax phone number from the Vendor file.  You are given the opportunity to override any of these entries.

Quick Purchase Orders can be faxed using the Fax option within the Quick PO Entry screen.  It works the same way as described above for the Regular PO.

Fax Request for Prices

A Purchase Order can be created with a list of materials that you would like to buy, and this can then be sent by fax to a number of different vendors to request pricing (RFP).  It does not matter which vendor is entered on the PO as you can change this later to be the vendor you select.  (You might want to create a special vendor just for RFP’s so you can see which RFP’s are outstanding).

Once the PO is created, select the Fax Request for Prices option from the Purchasing menu. This will allow you to select up to 30 different vendors for the PO to be sent to.  The PO will be automatically sent to the vendor using the Company Name, Contact and Fax phone number from the vendor file. In this case you do not get to override these values.
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ARINQ                       *** ABC PLUMBING INC ***                    6/23/00 


Rev  7.03.02                    Customer Inquiry                       12:43:30 


      ╔════════════════════════════════════════════════════════════════════╗  


Custom║ FAXPRT               Compusource Corporation               6/23/00 ║  


      ║ Rev  2.00.00                                              12:43:49 ║  


 #  In║                                                                    ║  


 1    ║          To: John Jacob                                            ║  


 2    ║     Company: Harrison Metals                                       ║  


 3    ║   Fax Phone: 522�2505                                              ║  


 4    ║                                                                    ║  


 5    ║        From: Joan Williams                                         ║  


 6    ║ Cover Sheet: DEFLT                                                 ║  


 7    ║    Comments: Per your request. Here is a list of your open invoices║  


 8    ║                                                                    ║  


 9    ║                                                                    ║  


10    ║                                                                    ║  


11    ║                                                                    ║  


12    ║ Is the Above Information Correct? (Y/N/End fax):                   ║  


13    ╚════════════════════════════════════════════════════════════════════╝  


14                                                                   Fax.3    


                                                                              


                                                                              


                                                                              


Printing...   





FAXVIEW                      Compusource Corporation                    6/23/99 


Rev  2.00.01               View and Acknowledge Faxes                  13:39:59 


                                                                                


LN Fax Name Description                    Phone #         Pgs Snt S Waiting To 


 1 %FAX1587 Steve Smith                    17145622505       1   0 A Acknowldge 


            MAXTRY                                                              


 2 %FAX1592 Inge & Ron Wilson              15629030942       1   0 A Acknowldge 


            MAXTRY                                                              


 3 %FAX1598 Vicki Figueroa                 19545253503       1   1 A Acknowldge 


 4 %FAX1599 Lisa May                       15416724766       1   1 A Acknowldge 


 5 %FAX1600 Jody Benton                    19099887522       1   1 A Acknowldge 


                                                                                


                                                                                


                                                                                


                                                                                


                                                                                


                                                                                


                                                                                


                                                                                


                                                                                


                                                                                


                                                                                


Enter: line # to change, Restart, Detail, End:                                  


                                                                                











FAXVIEW                     Compusource Corporation                   6/23/99 


Rev  2.00.01              View and Acknowledge Faxes                 13:39:59 


                                                                                


LN Fax Name Description                    Phone #        Pgs Snt S Waiting To 


                                                                                


    Fax Name: %FAX1598     Description: Vicki Figueroa                          


      Status: A Acknowldge  Fax Number: 19545253503                             


       Pages:  1              Messages:                                         


       Width:  75    Unsucessful Sends:   0                                     


  Times Sent:  1     Date of Last Send:  6/17/99                                


     Program: CSR100         User Name: RANDY                                   


 Cover Sheet: DEFLT                                                             


                                                                                


                                                                                


                                                                                


                                                                                


                                                                                


                                                                                


                                                                                


                                                                                


                                                                                


                                                                                


Hit 'RETURN' to continue:                                                       


                                                                                








FAXFMCN                     Compusource Corporation                   6/24/99 


Rev  2.00.01             Fax Control File Maintenance                 9:00:44 


                                                                                


         Company Name: Compusource Corporation                                  


                                                                                


        Next Fax Name: %FAX1602     Next Fax to Process: %FAX1602               


                                                                                


     Fax Program Type: V             Lines/Page:  65                            


                                                                                


 Long Distance Prefix: 1        Local Area Code: 714  Phone #:       0          


       Foreign Prefix: 011                                                      


  Outside Line Prefix:                                                          


                                                                                


 Maximum Resend Tries: 4                                                        


   Days to Keep Faxes:   7                                                      


                                                                                


  Temporary Directory: /lbin/ubb/util/                                          


 Fax Server Directory:                                                          


                                                                                


                                                                                


                                                                                


                                                                                


Change, Print, End                                                              


                                                                                











                       #####    #     ##  ##                                    


                       ##      ###     ####                                     


                       ####   ## ##     ##                                      


                       ##    #######   ####                                     


                       ##   ##     ## ##  ##                                    


                                                                                


                                                                                


      To: ^TO^                                                                  


          ^COMPANY^                                                             


          ^FXPHN^                                                               


    Date: ^DATE^                                                                


                                                                                


    From: ^FROM^                                                                


          ^FROMCO^                                                              


                                                                                


 Message: ^COMM�30^                                                             


                                                                                


                                                                                


                                                                                


                                                                                


                                                                                


                                                                                


                                                                                


Home=CMD      Wrap Ovr                                         Lin,Col: 001,01  





FAXFMAC                     Compusource Corporation                   6/24/00 


Rev  2.00.01             Fax Area Code File Maintenance                 9:00:44 


                                                                                


  Note: Any area codes entered in this file will be dialed without                       the leading 1            


                                                                                


          1. 303     16.         31.          46.               


          2.         17.         32.          47.                                          3.         18.         33.          48.  


          4.         19.         34.          49.                            


          5.         20.         35.          50.                               


          6.         21.         36.          51.          


          7.         22.         37.          52.                                


          8.         23.         38.          53.                                


          9.         24.         39.          54.                               


         10.         25.         40.          55.                               


         11.         26.         41.          56.                                


         12.         27.         42.          57.                               


         13.         28.         43.          58.                                


         14.         29.         44.          59.                     


         15.         30.         45.          60.                                


                                                                               


Change, End                                                              


                                                                                





PAGEDIT                           Page Editor                         6/23/99 


REV  6.00.07                                                         13:19:34 


                                                                                


 Besides entering straight text in your cover sheet, the following variables    


can be used to insert into the cover sheet before sending:                      


                                                                                


     ^TO^ = This will be replaced with the Recipient name.                      


^COMPANY^ = This will be replaced with the company of the fax recipient.        


  ^FXPHN^ = This will be replaced with the fax phone number.                    


   ^FROM^ = This will be replaced with name of the person sending the fax.      


^COMM�xx^ = Comment lines start here.  xx number of comment lines will          


            be allowed.                                                         


 ^FROMCO^ = This will be replaced with your company name.                       


   ^DATE^ = This will be replaced by the current system date.                   


                                                                                


                                                                                


                                                                               


                                                                                


                                                                                


                                                                                


                                                                                


                                                                                


Show (K)ey Assignments, (S)pecial Features or (C)ommands:                       
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