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About This Guide

This guide, written for MegaPath Fax Pro administrators, explains how to add new users. MegaPath Fax
Pro allows users to manage, send, and receive faxes from an authorized email address, or through the

MegaPath Fax Pro Portal.

Fax Pro Users

A “User” will need to be created for everyone that needs faxing capabilities. A User will be tied to an
email address. The email address will be the email account that (1) inbound faxes will be sent to and (2)
the user can use this email account to send outbound faxes. Note: A User can only be created by the

Administrator User that is issued for each Fax Pro account.

1. Loginto your Fax Pro Portal - http://fax.megapathvoice.com/login and enter your login

credentials: Username: enter your email address; and Password: the password provided by

MegaPath.

2. Click the ADMIN PANEL Button at the top right of your screen:

&« C' | ® faxmegapathvoice.com
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There are no records in the current folder.

Caller ID

3. Click the DOMAIN MANAGEMENT Button (bottom left of your screen):
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C | ® faxmegapathvoice.com/admin/ ¥ H

2 Apps TRAINING MACD ACCESS PORTALS

Help ~ | Log Off

Domain Settings

Domain Settings

Domain Settings [ save | @ Apply A1

Configure Domain Voice Customer Trainin M
5 User Permission ﬁ g
) Directory Sync @ Company Settings | Keep All Local Settings | -
5 Fa Sestings Company Name Voice Customer Training 52
Address Street 1 5]
i SMTP Relay Settings Address Street 2 [}
4 Tracking Config Address Street 3 =]
Address City 8]}
W Tracking Dictionary .
Address State/Region 8]
E Black List Subscription Address Postal o
Address Country United States |-

!i'g Inbound Routing

E@ Regional & language Settings

Regional Culture English{United States) r|d
Date Format ¥YYY-MM-DD M
Time Format 021015 p |-
Time Zone (GMT-05:00) Eastern Time(US & Canada) ML

-

/ @ Delivery Priority Settings
Domain Seﬂing‘s/ o
r Priority High ~| [

Domain Management

Priority Decrement 10 (&)
Help & Support ?j Email Notifications/Delivery Identity -
4. Click USERS:
< C | @ faxmegapathvoice.com/admin/ 4

TRAINING MACD ACCESS PORTALS

Help + | Log Off

Domain Info | [l Save | 4% Refresh

=
Domain Management

Domain Info
Q @ Domain Information

a Users .
Domain Name | Voice Customer Training
&8 Groups Description |
83 Address Books Date Created 2018-01-25 06:00:46 A
Active Yes -
D Domain Documents
[0 Delivery Templates @ User Summary
Total Users 2
Synchronized Users 0

Non-synchronized Users | 2

@ User Summary Including Child Domains
=
Total Users 2
Synchronized Users 0

Non-synchronized Users | 2
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5. Click NEW (top of your screen):

t Apps TRAINING

Domain Management

MACD

;\: Domain Info

a

&8 Groups

18 Address Books

|2) Domain Documents

D Delivery Templates

Domain Settings

Domain Management

Utilities

Help & Support

& C' | ® faxmegapathvoice.com/admin/

ACCESS PORTALS

Qinew

é"e Configure Domain

Users X Delete | Move To:

User Name
ANDREW.KELLER@MEGAPATH.COM
BILLY.FISHER@MEGAPATH.COM

ILEIR || M| Pagesize: 15 ~

Help =

Log Off

v || Action ~ | A% Refresh |Search| Search Users -

Moice Customer Training

Domain Name Status
Voice Customer Training Inactive
Voice Customer Training Active

External

Auth Role Inbound Route
Mo Standard User

No Domain Admin

2 items in 1 pages

6. A pop-up window will appear:

@ Mot secure

19 Save

-E‘Fa‘ Select Domain

Domain

& User Info
User Name
User Password
User Role
Authentication Type
Is Active
Display Name
First Name
Middle Name
Last Mame
Prefer Address Type

Description

:ér Addresses

[ﬂ Save & Close

A_¥ Reset

Voice Customer Training

fax.megapathvoice.com/admin/DmnMgnt/alUserForm.aspx?did=10005870

STANDARD USER
Internal

Yes

EMAIL

@ NOR NOS Primary Address Type

Address

There are no addresses,
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7. Fill out the below fields:
- SELECT DOMAIN: (Leave alone)
- USER INFO:
a) User Name: (enter the user’s EMAIL ADDRESS. It can contain spaces and is not case-
sensitive. *It must be unique from all other Users in the system)
b) User Password: While there are no password restrictions in the system, please make sure
the account is provisioned with and continues to use a complex password. must be 8
characters long including a capital letter, a number, and a special character such as an @, #,
&, etc)
c) User Role: (should be STANDARD USER by default (you can make the new user an ADMIN by
selecting DOMAIN ADMIN from the drop down)
d) Authentication Type: (leave set to - Internal)
e) Is Active — defaults to Yes (can set to NO if “inactive”)
f) Display Name: Enter the name you want to appear on the top right corner of the page
g) First Name: OPTIONAL- Enter the user’s First name
h) Middle Name: OPTIONAL- Enter the user’s Middle name
i) Last Name: OPTIONAL- Enter the user’s Last name
j)  Prefer Address Type: (defaults to EMAIL)

k) Description: (optional)

8. Click on the Add Address button and populate the fields in the pop-up window using the
descriptions listed below:

i-:“ fax.clovervoip.com/admin/DmnMgnt/alUserForm.aspx?did=10004420
H Save H Save & Close | A% Reset
@ Select Domain
e
Domain Cyberdyne_Systems 1234567 -
:&,User Info
User Name |jc0nn0r
User Password | ssssssane
User Role DOMAIN ADMIN M
Authentication Type Internal e
Is Active Yes M
Display Name |John Connor
First Mame |John
Middle Name |
Last Mame | Connor
Prefer Address Type EMAIL e
Descripticn |
(=]
o Addresses Add Address
E il NOR NOS Primary Address Type Address
There are no addresses,

a. Address Type: Choose Email or Fax
b. Address: Enter the User’s Email Address —or Fax number here depending on your
choice chosen above
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c. Format: PDF
d. Include address in receive notification: check this box
e. Include address in send notification: check this box

9. Click the Add & Close button. This will throw you back into the previous pop-up window. You
should notice that the email address you created is now populated as an Address for your User.
Note: You have the ability to add additional types of addresses here if you wish. However, it’s
recommended that you create one Address per User.

Address Dialog (]

&l Add as New (| & Add & Close| 1% Reset

:Erﬂddress
Address Type Ermail T
Address jehn.connor@cyberdyne.com
Format POF -

include address in receive notification

include address in send notification

10. Check the “Primary” Box (bottom) and then click SAVE:

el Save| b Save BiClose 4% Reset
"L"!"f Select Domain
Darmain Cyberdyne_Systems 1234557 -
ﬂ'ﬂ User Info
User Hame jeennor
User Password SRR ERER R R
User Role DORADN ADNIN -
Authentication Type Internal -
Is Active s -
Display Mame Jahn Connar
First Marme Jahn
Middle Mame
Last Marme Connor
Prefer Address Type EMAIL i
Description
IFI':'I‘ Addresses
@ MoR  NOS | Primary | Address Type Address
A T = 7 J| | Ermail johnconnor@megapath.com
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11. After hitting Save, you should notice that you now have additional tabs for your user. Click on
the General Settings tab and enter the company name in the Company Name field and also set
the Time Zone accordingly:

——— Y N
User Profile General Settings |, Fax Settings Y Permissions Y Reset Password
[EE_I Company Settings | Keep All Local Settings |
Cormpany Mame | Cyberdyne Systems (]
Address Street 1 | E
Address Street 2 | 0o
Address Street 3 | [l
Address City | [
Address State/Region | [
Address Postal | 0o
Address Country United States +| O
E-'xg Regional & Language Settings
Regional Culture English(United States) ~| O
Date Format YYYY-MM-DD +| O
Time Format 02:10:15 p - O
Time Zone {(GMT-05:00) Eastern Time(US & Canada) \d [
12. Click on the Fax Settings tab and populate the fields listed below:
a. Local CSID: <enter the user’s name here>
b. Local Caller ID: <enter the fax number here>
- Y - X . b
UserProfile '\ General Settings T Fax Settings | Permissions \ Reset Password
@ Dialing Rules | Keep All Local Settings |
Country Code | 1 [
Area Code | =
Dial Prefix | 0
Dial Prefix Rule Use agent configuration only -0
Dial Suffix | B
Dial Suffix Rule Use agent configuration only - O
| Fax Send Setting
Local CSID | John Connor (]
Local Caller ID [ 5713064972 B
Lacal Number | [l
Default Fax Format Fax ~ O
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13. Click on the Permissions tab and modify the settings listed below as well as the “boxed” settings
in the screen capture. Click the Save & Close button:

a. Allow Email Sending..........c......... Yes 2 No
b. Allow Http Sending.......c.ccccevuuee. Yes 2 No
c. Allow Ftp Sending.........................Yes = No
d. Allow File Sending.......c.ccceuvuenne. Yes 2 No
e. Allow Printer Sending.................. Yes 2 No

Note: At any time, you’re able to reset your User’s Password by clicking the “Reset Password” tab.

[H Save I H Save & Close I ¥ Reset

User Profile \:'-.___ General Settings \:'-.___ Fax Settings ] Permissions \:"-___ Reset Password \

‘}irﬂ Send Permissions
Allow Sending Ve ~ |0
Allow Fax Sending Yes -~ | [
Allow International Fax Mo -« | [
Allow Color Faxing Mo -0
Allow Raw Fax Sending Yes ~| O
Allow Email Sending Mo - I
Allow Email Attachments -~ 101
Email Attachment Max Size - 100
Allow Http Sending Mo - I[C]
Allow Ftp Sending Mo - I
Allow File Sending Mo d (5!
Allow Printer Sending Mo - [I[7]

14. Once you create a new user, they’ll automatically be able to SEND faxes via email —or via the Fax
Pro Web Portal.

Note: If you want them to RECEIVE faxes, you’ll need to add them to your specific Fax Pro
number (GROUP). To do this, while still under “Domain Management” located in the lower left
of your Admin Panel, click “Groups” (top left) and double click the Fax Pro number you want
them to receive faxes:
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& € | ® faemegapathvoice com/admin/

H Apps TRAINING MACD ACCESS PORTALS OTHER STUFF

)]
M_e;g@_Path Help ~ | LogOff
Domain Management Groups | [1 New | X Delets |Move To:

= || A Refresh
2 Domain Info

& Configure Domain

Vaice Customer Training -
8 users Name Deseription
VCT 5712345257

[8 Address Books

[] Domain Documents

[[] Delivery Templates

Domain Settings

| Domain Management |

Utilities

Help & Support R pagesa=[1s -

1 items in 1 pages

This will open a new window called “User Group Edit”:
User Group Edit

[H Save LH Save & Close | 4_¥ Reset

@ Group Information

Domain Vaice Customer Training

Group Name | yCT 5712345257
Description |

Users From | Vaice Customer Trainin ™ Group Members

Billy Fisher (Test) {

FISHERWILLIAN) @AOL.COM )
Andrew Eeller (
ANDREW.KELLER@MEGAPATH.COM )

Billy Fisher
BILLY.FISHER@MEGAPATH.COM )

o
-

B Aaa

In this window, you see the list of ALL added users to your Fax Pro account in the section
named: “Users From”. You'll use your center arrow options to add them to section: “Group
Members”. Once this is done, click SAVE -or SAVE and CLOSE and they’ll be added to that

Admin-Guide-MegaPath-Fax-Pro-Add-User.pdf Page 8



Administrator Guide Mé/aaath
For MegaPath Fax Pro — Add User \_Q,AFusioncomm

specific Group (Fax Pro number) and will receive all incoming faxes pertaining to that specific
number.

Note: If you have multiple Fax Pro numbers, they’ll be listed in your GROUP section. You can
double click each GROUP and add users to that GROUP, hence, if you wish, a user can be added
to multiple GROUPS, allowing them to receive faxes from different GROUPS (Fax Pro numbers on
your account).
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