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Publication Notice

The contents of this publication the specifications of this application are subject to change without
notice.

Concord reserves the right to make changes without noti ce to this publication, Concord software, and
services, and shall not be responsible for any damages, consequential or otherwise, caused by reliance

on the materials presented herein, including typographical errors.

This is the Secondedition of this publi cation.

Version

This guide describes Fax Premier Pro version 2.0 and revised June 11, 2010.
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INTRODUCTION

Welcome to Concord Internet Faxing! This User Guide will provide you information and instructions on
how to use your Concord Fax service. Our Concord Fax Premier and Concord Fax Pro services are a
simple and cost effective way to send and receive all your faxes through the Internet, using your PC or

mobile device.

This User Guide explains:
A Signing up for Concord Fax services
A Configuring the Premier or Pro service
A  Creating, sending and receiving all your faxes
A

Customer Support options

Signing Up for Concord Fax Services

Pleasevisit the Concord email to Fax / Fax to email web sites to examine Fax Premier services at the
following web page: This is the link to the Fax Premier Service

Or, for Fax Pro: This is the link to the Fax Pro Service

Connect directly to these links and sign up via the Web or call a Concord Representative at 1 -800-792-

0329 or 1-206-441-3346 to sign up for an account over the phone.

Concord Fax Premier or Concord Fax Pro?

Concord Fax Premier: (See web page for current pricing)
A Send and Receive faxes through your internet
Receive faxesfreemumbeour own t ol l

Local u. S. number avail able for international

A

A

A ceéess to your fax messages from anywhere via www.concordfax.com .

A Receive incoming fax messages delivered to up
A

I ncludes 50 I nbound f ax p agnthdreeaficlarge 0 Out bound

Concord Fax Pro: (See web page for current pricing)

A Send and Receive faxes through your internet
A Receive faxesfreemumbeour own tol |

A Local U.S. number available for international
A Ac c e s s axtfrom apyaviere via www.concordfax.com .

A Receive incoming fax delivered to up to 5 dif
A Ilncludes 150 Inbound fax pages and 150 Outbou

Note:1 50 inbound and Outbound includes pages to/from USA & Canada only!
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http://www.concordfax.com/soho/faxpremier.aspx
http://www.concordfax.com/soho/faxpro.aspx
http://www.concordfax.com/default.aspx
http://www.concordfax.com/default.aspx

Setting Up Your Concord Fax Service

Once you have activated a fax account with Concord, you must now sign into the Concord website
www.concordfax.comand setup you fax service. From the home p

to a login screen show below.

File gdrt View Favorites Tools Help
¢ Favorites | 5
‘eConcord | - v (9 g= v Pagev Safetyv Toolsv @~

Online. All the time.

CONCORDFax )

/ Login

Concord
Account Administration Center

Login to Your Concord Fax Account

Account ID:

Password:

[FIRemember my Account ID on this computer

Forgot Password?

| »

& Internet | Protected Mode: On fa v ®M100% v

You will be prompted to enter a User ID and Password. Your User ID will be the 800 number provided to
you at the time of signup for the fax service as well as the Password. If you do not have either the User
ID or Password, please contact Concord Customer Support and we will provide you with your Login

information.
Message Center

When logged into your Concord Fax account the main screen will default to your Profile. This is where
you view all of your Contact Info and you can edit your Password. Also, if at any time you wish to close
your account, this screen enables you to do that, as well. You will also be able to go to the other  areas
in your Profile, enabling you to adjust your Preferences and receive Activity Reports. For security

reasons, we also suggest you OLogoutdé of your accoun
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——
CONCORDFax

Online. All the time.

—

mbx08599315 i

~ Profile

R / Customer Contact

» Password

}) Preferences

») Activity Reports
L\

Logout

First Name:
Last Name:
Address 1:
Address 2:
City:

State:
Zip/Postal:
Country:

Voice Phone:

Email Address:

John
Doe
123 North 4th Street

A city or Town
A State

[usa [~]
800 555 1212

JohnDoe@JohnsDomain.com

* Your contact email address is used to send important service relsted notices or
when requesting help. Changes to this field do not affect the email addresses from
which you send or receive faxes.

Profile

After logging in, the Profile area will be displa yed. This page displays your contact information and also

allows access to change your password. By default, you are greeted by the Profile area when you log in.
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Contact Info

When logged into your Fax Pro or Fax Premier account, the main screen w ill display customer contact
information. To update your contact information, please do so in this area. You may also navigate to
this area by selecting Contact Info under Profile in the menu bar located in the left  -hand margin of this

page.

Password

From this screen, you may verify and change the Password, or PIN that was issued to you. In order to
change your password, enter the password originally
type in your new password in atswoNew Pansbwwsr dAf aaed

on the Submit button to initiate the change.

Passwords must be numeric and between 4 and 10 characters in length.

—
CONCORDFax

Online. All the fime.

Fm—

mbx08599315
= Profile
» Contact Info Change Password
b Password
} Preferences
o Changing your p d will change your p d for this User
) Activity Reports D only. P de must be bety 4 and 10 characters in
length
») Logout

Current Password

New Password

Verify Password

Concord Fax Premier Pro User Guide Page | 7

as:
0 Vi



Preferences

To edit your preferred settings for the Fax Pro or Fax Premier services, please click on Preferences in

the menu area in the left hand margin of the screen. There are 5 choices to select from in the

Preferences area: Options, Display Options, Receiving Email, Sending Email, and Activate PC.

A
CONCORDFax

Online. Al the fime.

Home ‘

mbx08599315

k| Profile

) Preferences
¥ Options
¥ Display Options
¥ Receiving Email
¥ Sending Email
¥ Phone Numbers
b Default Cover Page

Activity Reports

Options

/ Options

Receiving Messages

@) FaxFile Format 'PDF ]
Sending Faxes
@ Fax CSID 12065772942
@DeliverSent Fax Confirmations
Message Notification
@ Notify For [ Faxes
@ Email Notification To
Update

Under Options you may change the Fax file format that you receive faxes to either PDF or TIF format.

You may change the Fax CSID (Call Subscriber ID). Your fax number is recommended, though some

people choose to use the name of their business, or full name. It is unlawful to send a fax wit  hout a

CSID. Below the Fax CSID field, there is a box to check if you would like to receive a notification when

your faxes are sent. The Message Notification area allows you to designate which email address you

would like your notification delivered. (The

you use for sending and receiving messages)

sent fax notification address need not be the same address

Be sure to press Update to implement your changes. (See screenshot of Options, above.)
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Display Options

The Display Options area provides you with the a bility to change your time zone designation as well as
the format for the date and time information that is printed on your fax header. These tools allow you

completely customize the look and feel of your outbound fax messages.

A sample of the date and tim e formats are displayed as choose from the corresponding drop -down

menus.

Be sure to press Update to implement your changes.

———
CONCORDFax

Online. All the fime.

Home ‘

mbx08599315

k) Profile

=) Preferences / Disﬂla\' Oll‘ticlns
b Options '~
b Display Options

b Receiving Email

Time Zone:
¥ Sending Email Enter yvour current time zone. Setting this value will ensure your messages use
your time zone information.
P Phona Numbers o i
urren
 Default Cover Page Time zone | (GMT-05:00) Eastern Time (US & Canada) (]

k) Activity Reports
K L t

- Teasu Fax Header Format:

The date format to be used in the fax header.

Date

Format | MM-dd-yyyy El
Ti

Fomat |Hmm it L=

Date
Separator H

[l include Time Zone Abbreviation in Date Time Format

Resulting .
Format: 09/27/2010 10:16 AM

Update
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Receiving email

To add, remove, and editing the email addresses you
would lo ok in your Concord account. The Fax Premier and Pro accounts allow you to have up to five (5)

email addresses which to have your fax messages forwarded. It can take up to two (2) minutes to add

each additional address.

A
CONCORDFax

Online. Al the ime.

Home ‘

mbx08599315

¥ Profile

«) Preferences / Receiving Email Addresses

¥ Options
b Display Options

F Receiving Email

¥ Sending Email @ Forwarding Email Addresses:
¥ Phone Humbers Add New Email Address |
¥ Default Cover Page Add

k) Activity Reports

}) Logout Email Address Status

JohnDoe@sampledomain.com Active Edit Delete
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Sending Email

In order to send a Fax using email a valid email address must be used. In the field below email addresses

may be added, edited or removed. After each new sending email address is added, a validation request

is generated and emailed back to you at that address. In order to activate each new sending address,

you will need to open this email and click on the appropriate link in the email of the body of the

validation request. Only addresses that have been validated will be able to successfully send a fax

message. You may €lect up to three (3) sending email addresses.

———
CONCORDFax

Online. All the fime.

Home |

mbx08599315
¥ Profile
=) Preferences
¥ Opticons
¥ Display Options
b Receiving Email
F Sending Email
¥ Phone Numbers
b Default Cover Page
k) Activity Reports

F) Logout

/ Sending Email Addresses

The following email addresses are authorized to send faxes from this account.

Each email address must be validated before use. A validation email will be sent to the
email address - once received, please confirm the email address is valid by clicking on the
link enclosed in the email. Only email addresses that have been validated will be allowed
to send faxes with your account.

If desired, password protection is available by specifying a password to be used each time
a fax is sent. If password protection is enabled, the email address sending the fax must
have the password included in order for the fax to be sent. Email addresses with this
optional password protection enabled are shown below with the padlock image.

Add New Email Address |
Add

. Send
. Password Email . .
Email Address Password Protected Validated Validation Edit Delete Status
Request
johndoe@sampledomain.com Send Edit Delete Active
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Phone Numbers

This section is for adding additional phone numbers. Select as many additional numbers as needed.

——
CONCORDFax

Online. Al the fime.

Home |

mbx08599315
*) Profile
=) Preferences
¥ Options
b Display Options
b Receiving Email
b Sending Email
¥ Phone Numbers
¥ Default Cover Page

F Activity Reports

*) Logout

Pl ease not e

t hat

/ Active Phone Numbers

Active Phone Numbers
DID Number Cost

+1 8004975915 included

[ Request additional numbers ]

additional pricing for

additional Toll -Free numbers pricing, as shown below. (Pricing subject to change)

After choosing ORequest additional numberso
CONCORDFax
Online. All the time
Home |
mbx08599315
+ Profile
<) Preferences / Active Phone Numbers
¥ Options
b Display Options Country: | USA (1) |z|
F Receiving Emal State: |—Se|ecl State-
b Sending Email Citv'| v|

¥ Phone Numbers
¥ Default Cover Page
| Activity Reports

¥
) Logout

Concord Fax Premier Pro User Guide

You can add additional numbers for an additional charge of 4.95/month

Add Mumber

11 would like to add a Toll-Free number for and additional 6.95/month

Cancel

Active Phone Numbers
DID Number Cost

+1 8004975915 included

[ Request additional numbers ]
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Default Cover Page

To utilize Concordb6s Cover Page f egainthevendowdealowwi | | nee

——
CONCORDFax

Oaline. All the time.

Home |

mbx08599315
b Profile
S Preferemces / Default Cover Page
¥ Options
} Display Options User Default Concord Default

Available Cover Pages |Concord Default E
Preview Set Default

F Receiving Email
¥ Sending Email

F Phone Numbears

F Default Cover Page

To take advantage of the Concord Default cover pagey o u s h o u |l d Avpilahte CovartPagesbwith

Concord Default and then click 0Set Default6.

Creating a Quick Cover Page

The new cover sheet fax feature for Fax Premierand Fax Pr o i's bui | t into Concor do

is designed to quickly enable our customers with the ability to send a fax in the body of their email. It is
an extremely basic fax cover page. To have a more attractive and customizable fax cover page you

could simply attach a fax template to your emails that you have customized to your needs.

When sending a 0Cover Pagedé fax through the body of
however the 0Subjecto | i ne-%dovei-IThknityouward somethingirthed ol | o wi
OSubjectod line after %{cover} you could put somet hin

In the example below | put the following in the Subject line: %{cover}Testing Cover Pages.

[Then in the body of the email | put the following]

Dear Customer,

If you have any additional questions regarding automatically generated Cover Pages, or
other issues, Concord customer support is available Monday through Friday, from 6:00
am to 5:00 pm, Pacific Time at 1 -800-792-0329 or 206-441-3346. You may also contact
us via email at service@concordfax.com and we will respond within one business day.
Thank you for using Concord's faxing solutions.

Best regards,

Customer Support

Concord Technologies

Ph: 800-792-0329 Ext.220

Fax: 800-301-0329

service@concordfax.com
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Cover Page Sample

[ Here is the sample of what the Concord oOoautomaticallly
To: 18004467360
Fax No: 18004467360
From: Michael Gary Jordan
F A : ( Contact No: 2064413346
Date: 0611:2010 11:42 AM
Subject: Test faxon 6 11 2010 at 11:45
am Pacific Time
No. of Pages (with cover): 1
Dear Customer.

If you have any additional questions regarding automatically generated Cover Pages, or other issues,
Concord customer support is available Monday through Friday. from 6:00 am to 5:00 pm, Pacific Time
at 1-800-792-0329 or 206-441-3346. You may also contact us via email at service'd concordfax.com and
we will respond within one business day.

Thank you for using Concord’ s faxing solutions.

Best Regards,

Customer Support

Concord Technologies

Ph: 800-792-0329 Ext 220

Ph: 800-301-0329

serviceid@ concordfax.com

[end of cover page]

This fax was sent over the Concord network. To find out more visit www concordfax.com

FYlIdThere is NO preview featurein t he Oautomatically generatedd6é6 Concpoprd
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Activity Reports

The Activity Reports feature allows you to monitor your activity up to 30 days. Using the Begin Date and
End Date you can look back on your faxing activity.

Received Logs: Whenyou click on Activity Reports the default is Received Logs.

Sent Logs: A sample of the type of information found in the Sent Logs is shown below.
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