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All about Zetafax 
 

 

 

 

The trusted fax server 

Equisys is a trusted global provider of software 

packages for document creation, delivery and 

management.  With over 60,000 customers 

worldwide, we are renowned for software that is 

reliable and simple to manage.  Zetafax is our 

award-winning network fax software, used in 

more than 100 countries and supported by an 

international network of partners. 

 

Zetafax is highly versatile, suiting both smaller 

organizations with a single site and large 

distributed businesses.  It allows you to send 

and receive faxes and SMS messages from your 

workstation, and can be integrated seamlessly 

into your business process applications for fast, 

automated faxing from the desktop or back 

office. 

 

Zetafax Duo adds the power and features of 

Zetadocs PDF to Zetafax, providing a single 

interface that lets you build multi-part 

documents on screen as PDFs and then send 

them securely by email as well as fax.  Gr«q gbc_j

for sales quotations, purchase orders, invoicing 

and statements. 

 

Who can benefit from Zetafax? 

Today fax is still one of the most effective ways 

to send a message.  The traditional fax machine, 

however, is outdated and not always secure.  

Companies see many hours wasted by 

employees standing over old-fashioned fax 

machines as they dial and transmit. 

 

Whether your marketing department wants to 

send fax broadcasts to your prospective 

customer base, or your accounts department 

needs to dispatch invoices and remittance 

notices quickly and efficiently, Zetafax does the 

job in a fifth of the time it takes using a 

conventional fax machine. 

 

Faxing from your desktop using Zetafax is as 

easy as sending your document to a printer.  

Instead of being printed on paper, your 

document is converted into fax format ready to 

be sent.  You can select your corporate, 

departmental or local office coversheet and 

letterhead, onto which the fax is overlaid. 

 

Messages can be submitted directly to the 

Zetafax Server for immediate transmission or for 

delayed transmission as part of a batch process. 

  

Controlling and auditing use of fax 

Zetafax is proven to save up to 80% of the time 

taken to send faxes conventionally, leading to 

cost savings that quickly repay your investment.  

IT administrators can further minimize faxing 

costs by controlling who is able to send faxes 

when and where in the world.  Costs for 

international communications can be kept to a 

minimum with the Zetafax Least Cost Routing 

(LCR) module. 

 

Being in control of your faxing system is not just 

about keeping a check on costs.  The ability to 

retrieve information quickly is an important 

consideration.  Any faxes that you send or 

receive can be archived on your system.  This 

means you have easy access to all your 

messages, any time you need to view them.  

There's no longer the need to print out every fax 

and be lost under a mound of paperwork. 

 

Even before you archive your fax, you can view it 

in a number of ways.  Zetafax gives you the 

flexibility to view faxes from your client window 

or your email inbox.  Having a universal inbox 

gives you a fully integrated messaging solution.  

You can view, send and receive faxes all from 

one program, and treat faxes just like email. 

 

Zetafax is the complete solution for 

organizations of any size, no matter how widely 

distributed your business or how sophisticated 

your fax requirements. 

The fax wizard helps you prepare 

and send faxes

http://www.equisys.com/zetadocs
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Simple 

 

Zetafax has been designed to be extremely 

simple to use.  It offers a range of ways to create 

and send faxes, suiting every business need. 

 

The Zetafax Client«qfax wizard guides users 

through the creation and addressing of a fax, 

offering easy access to the many powerful 

options available. 

 

Coversheets 

Personalized coversheets can help your 

business identity, allowing you to increase 

awareness of your corporate branding without 

incurring any extra costs.  Zetafax has a 

coversheet editor for creating suitable 

coversheets for your business.  Coversheets 

normally have a number of fields on them such 

_q rfc qclbcp«q l_kc _lb n_ec amslr rf_r _pc

automatically completed for users.  The 

qclbcp«q l_kcgq `_qcb ml rfc sqcp«q jmeml

account, but it may be overridden for any 

particular fax being sent.  Details such as the 

sqcp«q hm` rgrjc* bgpcar bg_j rcjcnfmlc lsk`cp*

direct fax number and email address can all be 

added automatically. 

 

Letterheads 

Letterheads may be set up for users to overlay 

output from Microsoft Office and other 

applications onto, rather like printing onto 

company stationary, but without the associated 

costs. 

 

Attachments 

Standard attachments such as terms and 

conditions or brochures may be saved centrally 

for use by individuals or groups.  Zetafax Duo 

extends this concept with its templates which 

combines overlays such as letterheads, 

attachments and personalized text into a single 

operation.  This is deal for repeated processes 

such as creating sales quotations or sending 

financial statements. 

 

Charge codes 

For organizations that need to track expenses 

by project or customer, users can specify a 

charge code for any fax sent.  This may be 

configured to be obligatory, if required. 

 

Timed sending 

Off-peak times and days may be set up, and 

users then permissioned to send at any time or 

only during such off-peak periods.  This helps 

ensure that any bulk faxing does not interfere 

with daily fax server use, and helps reduce call 

costs.  Users may also select to delay sending 

until any specified time in the forthcoming 

week. 

 

Fax resolutions 

Zetafax supports the standard draft and high 

resolutions for faxes.  As with most other 

qcrrgleq* rfc bcd_sjr &ªLmpk_j«' _lb _jjmucb

resolution levels may be set by or for each user, 

depending upon how much control you wish to 

cvcpagqc mtcp sqcpq« ncpkgqqgmlq. 

 

Viewing and annotating faxes 

Zetafax normally handles all faxes in TIFF format 

and has its own viewer to display and annotate 

d_vcq, Fmuctcp gr«q qrp_gefrdmpu_pb rm amldgespc

the fax server to convert email attached faxes to 

and from other file formats such as PDF.  

Annotating faxes saves having to print off faxes 

to mark up areas of interest, to timestamp 

stamp as received/approved/paid, to sign a fax 

or to add comments and notes.  Keeping these 

processes on screen saves time and paper. 

 

Faxes may be previewed on screen as they are 

assembled or once they have been finalized for 

sending.  This helps ensure that users know 

exactly what their messages will look like when 

received. 

 

Printing faxes 

Users may print on demand any sent or received 

fax, but also the fax server may be configured to 

print faxes automatically.  This is very helpful for 

companies who still wish to handle received 

faxes on paper, but wish to have a central 

archive store on-line.  Each fax sent or received 

may be printed with a status page that gives 

transmission details, either full size or reduced 

in size to save paper. 

 

Forwarding received faxes 

Received faxes may be viewed on screen and 

forwarded by fax, over the network to other 

Zetafax users, or by email. 

 

Resending faxes 

When a fax has been sent to multiple people 

and some copies have been sent successfully 

but others have failed, then simply resending 

the fax will resubmit it for retrying the failed fax 

numbers only. 

 

Scanning 

Zetafax supports a range of personal and shared 

scanners for faxing, including multi-function 

devices (MFPs).  In addition, Zetafax Duo 

handles colour scanning to PDF for emailing.  

Kmpc bcr_gjq _pc egtcl gl rfc ªQa_llcpq $ KDNq«

section later in this document. 

The Zetafax Client is rich in features and easy to use



 

 

Zetafax 

3 

Powerful 

 

Now in its twelfth major release, Zetafax is 

powerful enough to suit every business use. 

 

Combining multiple documents 

The Zetafax Client allows you to send multiple 

documents as a single fax using its Multi -

document feature, or you can attach a variety of 

dgjcq rm _ kcqq_ec gl Kgapmqmdr Msrjmmi, Gr«q

possible to combine different file types such as 

Word, Powerpoint and Excel documents into one 

fax message.  This process is highly visual when 

using Zetafax Duo, helping you to assemble a 

composite document easily and in order, 

ensuring it is received as just one fax or PDF 

email attachment to be read as you intended. 

 

Mailmerge faxing and PDF emails 

The easiest way to send out personalized faxes 

to multiple sources is to create your mail merge 

template within Microsoft Word and import your 

data from an Excel spreadsheet.  By adding 

embedded commands to your document, fax 

shots can be created that will include 

personalized information for each recipient.  

Zetafax Duo extends this feature to 

personalized PDFs email. 

 

The sort of merge fields and commands that 

may be used to personalize a fax are the 

pcagngclr«q amlr_ar bcr_gjq* qclbcp«q amlr_ar

details, date and time, attachments.  The 

Zetafax API extends this further with automated 

transmission and program control over sent and 

received faxes. 

 

Inbox rules 

The Zetafax Client provides you with the ability 

to create 'Inbox Rules', allowing you to manage 

your messages effectively.  For example, you 

can forward a copy of all faxes from a particular 

sender to a colleague or have all faxes 

forwarded when you are on vacation. 

 

Marking messages 

Just like email, received faxes may be marked as 

read or unread, and for follow up. 

 

Named senders 

D_v k_afglcq mljw f_tc _ qclbcp«q GB &AQID) to 

identify them.  Zetafax allows user to enter a 

name for a particular sender ID and this will 

thereafter be displayed for received faxes from 

that sender in place of the number, aiding 

usability. 

 

Control over header line 

Zetafax can give users control over the header 

line added at the top of each fax page that is 

sent.  Fields such as page number, name of 

sender, name of recipient, date and time may be 

switched on or off. 

 

On-screen alerts 

Users may choose whether they are alerted by a 

pop-up or with a balloon message from the 

Windows task bar.  There are optional alerts 

that a message has been received, a group 

message has been received, a message is ready 

to preview, a message has been sent or that a 

message has failed to be sent. 

 

Address books 

Zetafax has its own address books ̄ both 

shared and private to each user.  Contacts may 

be grouped together into fax lists for rapid 

dissemination of information using just a few 

clicks.  Zetafax also maintains a list of recently 

used fax numbers for each user and supports 

use of MAPI address books (such as Microsoft 

Outlook).  Alternatively, CSV based contact lists 

and ODBC compatible databases may be used 

to give access to contact details in existing 

databases, rather than having to create copies 

that would inevitably get out of date.  Such 

flexi`gjgrw pc_jjw fcjnq amkn_lgcq« jce_j

compliance, for example marketing departments 

can easily ensure that fax mailings use cleaned 

data lists that confirm to data protection 

legislation.  More about address books. 

 

OCR 

Zetafax integrates with leading OCR packages to 

allow you to convert received faxes into editable 

text files suitable for reading into a word 

processor. 

 

Automatic roll-out and updates 

Gr«q nmqqg`jc rm f_tc the Zetafax Client detect 

each new update when it is downloaded to your 

Zetafax Server and offer to install it, easing the 

process of rolling out upgrades and updates. 

 

Keyboard and mouse shortcuts 

Frequent users will appreciate the range of 

keyboard shortcuts and drag/drop features in 

the Zetafax Client designed to speed up faxing 

still further. 

 

Faxes may be previewed before sending

http://www.equisys.com/technotes/technotes.asp?ztnpage=/technotes/ztn1014.htm

