DocuFax Direct Instructions

There are 2 ways to use the DocuFax Direct system. The first is to use the cover
sheet to automatically place the fax into the user’s private staging area. The second
is to automatically attach the fax to a specific document.

1. Faxing a document to a user’s private staging area.
After logging into your Docutek ERes system, you will be brought to the Main

Menu.
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In the Main Menu, you will see the ‘DocuFax Cover Sheet’ link.

Accounts anable users o create and Manage content in Docutek ERes. Add, modify, and delebs sccounts n this seckson.

Specify different levels of system access using account groups.

Manage copyright settwngs for documents surreantly active on GRs or More SoUrss reseryes pages,
Add & MaW COUrSE PESETYes pags of modifySdelete an sxisting ong,

Add, mmiodify or delste depsrtmeant names in the Docuotsk ERes systemi.

Generate 8 Docufax cover sheet to route faxed matenals to your personal stageng area,

Manage decurments in the Docutek ERes system,

Customize the homepage items available from the system ereserves home.

Whth internet resources you can masntain ksts of wab content argamzed by depsrbmant,

Past im@ortant news oF Snnouncements for your ugers; they are automatically linked inte the areserves home.,
Manage a Bst of freguently used publishers and simalify your copyright communicaticns .

Run statistic reports ko find out how people sre agng the systeem,

Cpticns that contral how the systerm backs and behaves.

Wiew Cooutek ERess traiming wideos within the oalime help pages.

Clicking on this link will generate a DocuFax cover sheet with a unique barcode

on it.

The barcode contains information on who generated the cover sheet, so

when the fax is received, the DocuFax system knows where to route the fax.
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This cover sheet was generated by Docutek Manager at 9/16/2005 10:24:32 AM,

| DocuFax Cover Sheet

Using your DocuFax cover sheet is simple; just follow these steps and the DocuFax file will
automatically be moved to your staging folder, where you can retrieve it.

nothing was cut-off during printing,

» Place this cover sheet on top of your article and fax all pages to your DocuFax number ().

cover sheet and article, We recommend that you hold onto your "hard copy" until you are
that the material was processed comrectly.

wou know that the process completed correctly.

« If you do not receive the natification email within ten minutes of sending your fax there m

email 3ddress to vour sccount so that vou will receive future notification emails.

« Print this cover sheet, making sure all the content fits on a single piece of paper, and that

« Once your fax machine reports that the fax transmission was successful you can remove the

sure

« When your article arrives at the server this cover sheet will be removed, and the remaining
pages will be turned into a2 PDF file. An email will be sent to your email address on file letting

ay

have been an error transmitting or processing your item. In this case, please do the following:

1} Check to see if the materal was processed correctly. If so, you likely need to add an

\&] Done N
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(note: barcode is further down the page)

Print this cover page and fax it on top of the documents you are faxing into the
system. After the fax is received and the barcode is read, the DocuFax system
will place the fax in the user’s private staging area according to the information
that was given by the barcode.
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If the file you wish to use is on your local hard drive use the “Transfer” link to upload the file to the server.
After the upload is complete, you must click the paperdip icon to attach the file to your doosment.

If necessary use e ramove, sename and Selets icons 0 make changes to the hiles.

Click: the “Done” buthon when you sre finished working with this document.
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The DocuFax cover sheet is discarded, so you will only see your faxed material in

the pdf file.

2. Faxing a document to automatically attach to a document.

You will notice a new link created in the ‘Attached Files’ tab of a document called
‘Create DocuFax Cover Sheet.” Click on this link to generate a cover sheet for

that particular document.
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Clicking on this link will generate a DocuFax cover sheet with a unique barcode on it.
The barcode contains information on the document the fax should be attached to, so

when the fax is received, the DocuFax system knows where to route the fax.
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This cover sheet was generated by Docutek Manager at 9/16/2005 10:40:47 AM,

Using your DocuFax cover sheet is_simple;—just follow these steps-and_the DocuFax file will

g

automatically be attached to thejé;n:lnl:ument Chapter One: !n:raduce.-'an.__;

= Print this cover sheet, making sure all the content fits on a single piece of paper, and that
nathing was cut-off during printing.

# Place this cover sheet on top of your article and fax all pages to your DocuFax number ().

i

s Once your fax machine reports that the fax transmission was successful you can remove the
that the material was processed correctly.

e When your article arrives at the server this cover sheet will be removed, and the remaining
pages will be turned into a PDF file. &n email will be sent to your email address on file letting

wou know that the process completed correctly.

« [Fyou do not receive the notification email within ten minutes of sending yvour fax there may
have been an error transmitting or processing your item. In this case, please do the following:

1} Check to see if the materal was processed correctly. If so, you likely need to add an
email address to your account 5o that you will receive future notification amails.

cover sheet and article. We recommend that you hold onto your "hard copy" until you are sure FE
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Notice that the name of the document is included on this coversheet, so you know
where the document will go after the DocuFax system receives it. The barcode is
also further down the page and not included in the screenshot.

Print this cover page and fax it on top of the documents you are faxing into the
system. After the fax is received and the barcode is read, the DocuFax system will
attach the fax to the document according to the information that was given by the
barcode.
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The DocuFax cover sheet is discarded, so you will only see your faxed material in the

pdf file.
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