Get started with RightFax for enterprise faxing ‘.

I. Login to RightFax (using FaxUtil Web)

1. Navigate to https://enterprisefax.app.vumc.org
2. Login into the RightFax portal. You'll have a different experience depending on where you are
and if you are connected to the VPN.

If you are on the VUMC domain If you're using VPN (on campus or off)

Applications

Signin

@ < FaXUtll Web ) https://enterprisefax.app.vumc.org
Username
Click on the FaxUtil Web o Password
button VUMC ID

and
password >

Click "Sign
In"

Please note: If a blue OpenText | RightFax screen follows your login attempt with an
error displayed, follow these steps:

opentext’ | RightFax"

NDE1006WP

No RightFax user is associated with
VANDERBILT\wakefijl

Sign In
- Sign in with credentials?

e Click "Sign in with credentials”
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https://enterprisefax.app.vumc.org/
https://www.vumc.org/enterprisecybersecurity/vpn

Get started with RightFax for enterprise faxing ‘.

opentext” | RightFax"

e Enter vumc\VUnet ID (“"vumc\” followed
by your personal VUnet ID username) NDE1006WP
and password, and click “Sign In"

vumc\VUnetid (username)

Password

3. You will then see the FaxUtil Web main screen

opentext” | RightFax” @ raxutiwen ?2 T
Training [100] (" EaPhonebook ) (_ options ) (_ iDelegates )
v & TRAINING Y New Faxwv Vieww Folder v al
o All
= Main Ow bk I i Time ¥ To/From Fax Number Pages Status
G Trash 03/09/2022 9:26:27 AM Test 6153214281 Cover+56 ® OK
'S, Workflows

Il. Send a fax using RightFax

&« C @ enterprisefaxapp.vumc.org/rightfax/user/

. . i Apps &) Home-Rightfax MCE )| Faxes.RightfaxDC3  ©C 1010161253DC3 [l Logn-Pegasus & AT&T Express Ticke.. 3 NumberPro:login @ NumberPro Config..
1. In the RightFax / FaxUtil Web,

opentext:|RightFax® @ rawriwen

Training [100] [z2 Phonebook ( £3 Options ) ( & Delegates )
7 & TRANING Faxv View v Folder v
m Al

® Main 0w Bl Time Vi To/From Fax Number Pages Status
© Trash
'E, Workflows

click the New button
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Get started with RightFax for enterprise faxing ‘.

2. Required fields are New Fax - TRAINING [1 00]
Destination (10-digit fax
number of recipient), and (o ol [ ]
' [+ nee [&D
Name over sheet notes
NOTE:
m,:':ach:e:t:
e Forlocal numbers you (_AddFile )( Add Library Document ) ...or drop files here.
do not need to include
al

Cover Sheet

Include cover sheet

System Default v

- N ™
| fiew. |
[ View..

Comment

From

Conversion

Sending

e Any other number

other than local will

require a 1 before the

Cancel

number, for example (1-888-123-1234)

3. To attach a file, click the Add File button

a. Select the desired file and click Open
NOTE: Word documents, and .pdf files are supported

New Fax - TRAINING [100]
Co Ol ] s |
[’Nime ] Include cover sheet
Cover sheet notes
l System Default V]
( view.. )
21 lines of 70 characters —
Attachments?
|( Add File ) Add Morary Document) ... or drop files here, CommEy

From

Conversion

Sending
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b. Your selected file will be
listed in the attachments
area:

New Fax - TRAINING [100]
C )| Fax

* Mame

s

To

V| |Das:ina:\-:" |

|

Cover sheetnotes ‘

21 lines of 70 characters

Attachments

(_Add File )((Add Library Document) op files here.
Descrintion L Nati LB Size

RightFax 20 EP2 Inst 586.1K

-

Cover Sheet

Include cover sheet

M ‘

‘ System Default

Comment

From

Conversion

Cancel

New Fax - TRAINING [100]

{ To :l| Fax )-:" |
= [

‘

4. Enter any required coversheet
notes and click the Send button

This is a test fax

21 lines of 70 characters

Attachments

(Add File )((Add Library Document ) ... or drop files here.

| Nativ AlLB Size
586.1K

—

Description
RightFax 20 EP2 Inst

s

Cover Sheet

Include cover sheet

System Default v

Comment
From
Conversion

Sending

( view. )

Cancel

5. Fax status will show as “Sending”

Q raxuiiiweb

opentext" | RightFax"

Training [100] ( = Phonebook ) ( £3 Options ) ( & Delegates )
v & TRAINING Y New Faxv Viewv Folder v
m Al - - -
o Main OwbE E G Time ¥ TofFrom : Fax Number | Pages
© Trash 03/09/20229:2627AM  Test 6153214281  Cover+56
"2, Workflows

@ Sending
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6. When fax has been sent successfully “OK" is displayed

opentext-|RightFax* @ raxutiwen

Training [100] ( E3 Phonebook ) ( £3 Options ) ( & Delegates )
v & TRAINING Y New Faxv View~ Folder v
m Al .
o Main Ok I Time ¥} To/From

¢ Fax Number Pages : Status
© Trash 03/08/2022 9:26:27 AM Test 6153214281 Cover+56 I ® OK I
'8, Workflows

e To view the pages sent in the fax, double click the image of the file

opentext” | RightFax® @ Faxutiwen

V|ewe|' 03/09/2022 9:26:27 AM Sent Test 6153214281 - TRAINING [100]

Fax ~ View~ Page~ Pages1 9

T

Oiojc|#|o|@|Z|H|[_ 2%

kI ONR O ./ 5 Annotation text pt| @ &

FAX

=

Close

I1l. How to save a fax in FaxUtil Web

1. Highlight fax and from the dropdown and click Fax, then Download.

opentext”|RightFax® @ rawniwen

Training [100) (__mmPhonebook " @ options

& Delegates
v & TRANING ¥ New | Faxv | Views Folderv
- Al
- Main 0wk To/From Fax Number Pages Status
@ Trash Route to User Test 6155008556  Covers2 @ OK
) B Workflows Forwand N Test 6155998556 Covers2 ® 0K

Downioad > TIFF.
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2. Select file type

3. Fax download will show in the bottom left of the browser.

opentext- | RightFax"

© raxuiweb

Training [100] ( =2 Phonebook ) ( £¥ Options ) ( 4 Delegates )
v & TRAINING Y New Faxwv Viewwv Folder v
m Al
o Main OwkE E O Time ¥ To/From Fax Number Pages Status
@ Trash 03/30/2022 11:28:03 AM Test 6155998556 Cover+2 ® oK
‘2 Workflows 03/30/2022 11:23:24 AM Test 6155998556 Cover+2 ® 0K
Works
@ FaxDocument_989.pdf ~

4. Click up arrow and select Show in folder

opentext- | RightFax

Q raxutiiweb

Training [100] ( EPhonebook ) ( & Options ) C : Delegates )

v & TRAINING Y New [Faxv! Viewv Folder v
| Al -
= Main Owbhk k& Time ¥: To/From Fax Number Pages Status
@ Trash 03/30/2022 11:28:03 AM Test 6155998556 Cover+2 ® oK
'8, Workflows

03/30/2022 11:23:24 AM Test 6155998556 Cover+2 ® oK
Open

Open with system viewer ‘

5. From here you can move the file to a network location.

opentext’ | RightFax © raxutivien

Training (1001 b=

ome  snare
~ & TRAINING

- Al 4 & ThisPC » 0S(C3 » Users » escobed » Downloads

= Main I Desktop [

Name

§ Trash
s Workflows

Date modified
« Today (1)
3 FaxDocument 38 Microsoft Edge POF T

@ Onedrive - VUMC
@ Fadoiument 989pd g s pe
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IV. Assistance and Support

a. Visit the Enterprise Fax webpage.
b. For RightFax issues, contact the VUMC IT Help Desk at 615-343-HELP (4357), and a
technician will assist you.
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