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Access, Logins, and Passwords

There are two systems used for this product.

Customer Admin Portal for Users and Admins
For users and admins, the Customer Admin Portal is used to help set up
your service, send faxes, view received faxes, and manage storage.

1. Access the portal at vip.anpi.com or the URL provided by your
administrator.

2. Enter your login credentials.

3. If you do not have credentials, your Admin can help set you up.

Om(c‘murm

Enter Username/Email

2 M_ALDRIDGE

Join the « {
team meeting’
while walking
your dog!

-
Downioad officaXtand

J

From here you can send and receive faxes and you can also manage storage if you are an admin.




Set Up Users

Once you have the account provisioned, the next step is to add users and grant them proper access
permissions.

Create and Set Up Admin Account
Due to security standards, when the account is initially provisioned there is no proper Admin to do the rest of
the personalization. There is a user called “Super Admin” that is created by default, but you will need to be more
capable than this generic administrator.
1. If you put your email address in
as the owner’s email (Begin the
Sales Pr0903a| Step 4) you ShOUld Welcome to Acme Voice! You have been assigned a phone extension, which allows you to take advantage of dozens
have an email from ! of useful and productive Acme Voice communication tools.
support@voyant.com with a link
to “Login to the Portal” build your

account. Login to the Portal

2. If you do not have the email, or
when you need to add other

Dear Melissa,

Here is your personal link that will allow you to log in to the Acme Voice Portal and choose your own username and
password:

bt Cegry: CopereDevctry
users, you can “Resend Welcome —
Mail” from the Customer tab in T o
Atlas. S— fovimend o wesehessy S

1457 N Halstnd 5, unit 4412, Chicage, IL, $0642. USA -
@V7) dorames (@17 4548788 : E

Select “Corporate Directory” from

the Select Category drop-down

ogi

and in the Corporate Directory g . m—— S —
widget find the user and press the : :
“Resend Welcome Mail” button.

3. Following the “Login to the Portal” link will give you to a screen where
you must enter some information to build a Customer Admin Portal
account.

User Name: enter the user name you want to use to log into the portal.
Password: enter the password you wish to use. It must be at least 8
characters long, with an upper case, lower case, a numeral, and a
special character.

Retype Password: input the same password you entered above

CPNI Passphrase: input a single word that you can remember. When ——

you call customer care, they will ask for this password first. If you do cmaras e

not remember this, they will have to ask your security questions. S
Security Questions and Answers: select the questions and input the vnton

answers. These will be asked of you to validate your account with
customer care in the event you have forgotten your CPNI passphrase. — L ——

You can upload a picture for your profile with the “Browse” button at

the top.

When you are ready and all fields have been validated, press “Save” at

the bottom.

4. Once this setup is complete, refreshing the Customer Tab in Atlas will show that the Corporate Directory
now reveals the Passphrase and Login Id of the user. You can see in the example below that this user “Brian
Maxwell” is an Admin.

Corporate Directory _ [+ 3+

#  Contact Name Passphrase Extension Phone-Number (Location) Email Id Loginid Role Actions

1 Brian Maxwell Purple 1001 (903) 609-3299 (Chicago) balvanzwill@gmail com COMPANYADMIN
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Create Users

Now, with the full power of an Admin, you can add users in the Customer Administration Portal

1. You will need to be in the
Customer Admin Portal for this
step. You can use your login
credentials at vip.anpi.com/login
or launch from the Customer tab
in Atlas.

Press the “Customer Portal View”
then select the user you wish to
emulate from the “Select a
contact” drop down and press
“Go”".

Service Orderse
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Customer Portal View

Select a contact

Brian Maxwell ( Admin )

o

Select Category : Corporate Directory

M. CUSTOMER PORTAL VIEW

2. In the Administration section, the Administration and Access widget has controls at the top that will allow
you to add users. Press the “+ User” button to launch the Add User window.

Administration and Access { # Ed | aze
3. Complete the required fields for
the user in the Add User window. Add User x
The required fields are “First
Name”, “Last Name”, and “Email =
Address”.
By default, a user will be an End- —
User. You can use the Role drop-
down to make the user an Admin. E—
Continue to create the number of

. Contact number

users you need. There is no
practical limit to the number of
users you can have. Tags

Each user will receive an email to
the email address you input will
receive the email with the “Login
to Portal” link, as described in
Create and Set Up Admin Account

step 4. If they will log into the
portal to send or receive faxes,
they will need to complete this
process.

Labels used to define this user.

©
(<]

NewTag| Remove Tag(s)

Role
Choose between admin or user rights for this user.

End-User v

Create User and Add Another Cancel




Configure Service and Assign Users
Once your users are defined, you will need to add them to the services you wish to have them access. This is
necessary only for End-Users, Admins will already have access to all the fax products on your service.
1. When logged in as an Admin, go to Enterprise Services and Cloud Fax. This will show you all the fax products
your service allows. You will need to go to the “CONFIGURATION" section first.

£ Enterprise Services ~ HOSTED FAX

MY HOSTED FAX CONFIC N DOWNLOAD CONFIGURATION
Storage

)
-

&  Administration Y Filter

HOSTED FAX All - Bulk Actions -

Total Records: 7

B Biling

paaE Teamseen

2. In the CONFIGURATION section,
find the fax service you'd like to
edit and press the Cog icon under
Actions.

HOSTED FAX

MY HOSTED FAX CONFIGURATION BOWNLOAD CONFIGURATION

Cloud Business Fax Paris Eiffel Fax Enterprize Service

This will open the Edit window for
the service itself.

3. When editing the service, you
have several parameters you can EIFFEL FAX: +1(903) 905-8380
alter.

1-1001

LABEL: Use this field to name the
service to something that makes
sense. Eiffel Fax

LABEL :

STORAGE SETTING: Store faxes in STORAGE SETTING :
the Customer Admin Portal
widget if you turn this box on.

. STORE RECEIVED FAXES IN THE HOSTED FAX WIDGET

INCOMING FAX SETTING :
INCOMING FAX SETTINGS:

Turning this box on will help your

service maintain HIPAA
. ASSIGN USER :
compliance. Search ASSIGN USER

ASSIGN USER: Search for End-
Users and assign them to this
service here. Nina Balvanz O @

DISABLE EMAIL ME RECEIVED FAXES

USER 4  PERMISSION ACTION

SAVE: Confirm your changes with
the “SAVE" button.

CLOSE: Exit the window.

few more options present
themselves. As you can see, we
have one user assigned.

4. Adjust the permissions for the users as desired.
®The Remove icon is used to take the user off the service.

““IThe Permissions icon can toggle the user’s ability to View and Email faxes sent to this service.
5. Remember to save your changes after they have been made.



Additional CAP Admin Functions

As an Admin in the Customer Admin Portal, there are several functions you can perform beyond merely creating
and assigning users.

Manage Cloud Storage

You are in control of which faxes are stored on our cloud. This has a prescribed limit, and if you have not set to

download those faxes to another storage utility, you will need to maintain them in the Customer Admin Portal.
1. The Storage widget (Enterprise Services > Storage) will show you how much of your cloud storage allotment
you have available across your various products. As this fills up, Admins will receive email reminders of the
capacity as it gets close to the maximum.

Note: At no point will Sinch decide which faxes to delete. If the capacity becomes full, the services will
continue to function and faxes will still save, but overage charges will begin to accumulate.

2. On the Hosted Fax widget (Enterprise Services > Cloud Fax) you can manage individual faxes.

HOSTED FAX
MY HOSTED FAX CONFIGURATION DOWNLOAD CONFIGURATION
o
HOSTED FAX All . Bulk Actions v nt 4 Y Fiter

Total Records: 7

PAGE TRANSFER
DETAILS SENDER NAME SERVICE NAME DATE SIZE COUNT STATUS STATUS ACTIONS

4 CECUbank ., RobertBarz Eiffal fax ey 2920242205 3g8808k8 4 Delivered  N/A ©
4§ Metsbaok Robert Barz Eiffel Fox Eeshr 292024,22:05  385893k8 4 Delivered  N/A ®
$  +469) 8 Enterprise Service  /1Tel Fax E"S'; 2820241019 456575k 2 Received  N/A o
4 (ChiliesdDayz — pobertBarz Eiffe) Fax : Feh-282024.09:54  166.980k8 2 Delivered  N/A ©
4 T°maf° s°“’°:° ) Robert Barz Fiffel Fax . E’:’Y 292024,09:84 166.980KB 2 Delivered  N/A ©
Robert Barz Eiffel Fax foy 2820240954 166980k8 2 Delivered  N/A ©

169

3. The faxes are listed in order with the most recent at the top. You can
look by fax service with the HOSTED FAX drop down menu.

For each Fax, there are actions in the rightmost column. Sent faxes will
have all four options, while Received faxes will have only three. ACTIONS

View: This will show the fax on-screen.

Resend (sent faxes only): Use this to send the fax to the same
recipients again. ® < M
Email: Send this fax to an email address. This may violate HIPAA
compliance if the email server where it is directed is not compliant.
Delete: Delete this fax and free up the storage space it is consuming.
In the Storage widget (Enterprise Services > Storage) you can see how much of your space is being used.

STORAGE

USAGE PER ACCOUNT AVERAGE USAGE

SERVICES ASSIGNED USER(S) STORAGE SPACE USED

Enterprise Service
Cloud Business Fax (Eiffal Fax)
207M8

1-tef1




Configure Storage (optional)

By default, faxes are stored and managed in the Storage section, with a finite limit to the amount that can be
stored. The final section within the Hosted Fax widget is “DOWNLOAD CONFIGURATION". From here you can
configure the system to offload stored faxes from the cloud to your own private server.

1. Turn ON “SYNC” to show all of the options.

HOSTED FAX

MY HOSTED FAX CONFIGURATION DOWNLOAD CONFIGURATION

« Files will be stored in .pdf format
= File naming convention

TimeStamp_Randomid.pdf
TimeStamp in Unix TimeStamp format

SYNC orr @l Jon
@ FTP SERVER (0 s3BUCKET
HOST USERID PASSWORD
ftp.eiffelchili.com admin  ssssssssssssesseeens
SCHEDULE CONFIGURATION OFF ‘ ON
DELETE FAX ON
Every Month ~

2. After selecting the type of server (FTP SERVER or S3 BUCKET) enter the host information. You can validate

that you have correctly entered the information with “TEST CONNECTION" at the bottom of the window.
3. Turn ON “SCHEDULE CONFIGURATION" and select the frequency that you'd like the faxes deleted from
cloud storage with the “DELETE FAX ON” drop down. The file format information is shown here, as well.

4. Press “SUBMIT" to finalize your selections.

Configure Single Sign-On (optional)

You can set the service up to comply with your company’s single sign-on service as an Admin.
In the Single Sign-On widget (Administration > Single Sign On) you can enter the information for your
company'’s service to include the Customer Admin Portal in the options for single sign-on.

For specific help with this option, follow the “Help Instructions” on the page.

£  Enterprise Services Single Sign On

& Administration Domain
Administration and Access Application Id
Single Sign On Directory (Tenant) Id

B Billing ¢ Secret Key

Redirect URL : https:/facme.anpidemo.com/sso/callback

mydomain.com




Sending and Receiving Faxes

Sending a Fax
Any authorized user can send a fax from the portal in the Enterprise Services > Cloud Fax section.
1. In the Hosted Fax widget, press the “Send Fax” icon to open the SEND FAX window.

MY HOSTED FAX CONFIGURATION DOWNLOAD CONFIGURATION

4 3

HOSTED FAX Al ~  BulkActions T | Fiter

Total Records: 7

The sender name will
automatically populate based on SEND FAX )Y
the identity of the user.

2. Select the fax service you SENDER DETAILS

would like to use from the SENDER NAME * SENDER FAX NUMBER *

“SENDER FAX NUMBER" drop

down. Robert Barz Eiffel Fax : (903) 905-8380 v

3. Fill out the Recipient Name and
Fax Number in the next fields. You
can press the “+" button to add
another line for additional
recipients

RECIPIENT(S) DETAIL

RECIPIENT NAME RECIPIENT(S) FAX NUMBER *

MEatz R Us (214) 658-1699

4. The fax header will be sent
based on what you place in the
SUBJECT box.

SUBJECT

mvoice 112-8675309

5. Add ATTACHMENTS with the "+

FAX TYPE *
Attach New File” button. As you e ENT () TEXT INPUT
can see, there is a max file size of i
20 MB and the supported file SUGSSESERE
types are PDF, JPG, and PNG. Max file size : 20 MB ( attachment(s) size : 71.236 KB )
Continue to add files until you are Supperied fle ypes: FORIPG & PN
satisfied. You can use the ACTION FILE NAME ACTION
icons to view your attachment or
delete it. Screenshot 2024-07-11 at 4.06.34 PM.png o T
6. When you are satisfied with
your compositon, press “SEND B 2
FAX". CLOSE

Note: The fax protocol is very slow by modern standards, so it could be several minutes before the message
is delivered. The progress will be visible on the Hosted Fax widget.



Viewing Received Faxes
A user can view any faxes from services assigned to them. Admins can see any faxes that are not marked
Personal, and only the user assigned to a Personal Fax Product will be able to access those.

1. On the Hosted Fax widget (Enterprise Services > Cloud Fax) you can manage individual faxes.

HOSTED FAX
MY HOSTED FAX CONFIGURATION DOWNLOAD CONFIGURATION
o
HOSTED FAX All - Bulk Actions v nt 3 Y Filter

Total Records: 7

PAGE TRANSFER
DETAILS SENDER NAME SERVICE NAME DATE SIZE COUNT STATUS STATUS ACTIONS

g CEOubank o017 RobertBarz Eiffe) Fax Feh 2920242205 3gg808k8 4 Delivered  N/A ©
g [ Maisbaok Robert Barz o Fay 2920242205 3g85808k8 4 Delivered  N/A ®
& +1(469) 85 Enterprise Service  Ciitel FaX (F:;"T 2820241009 ja6525k8 2 Received  N/A ®
4 (ChiliesaDayz  RobertBarz Eiffel Fax E‘;’T 282024,09:54  4669g0k8 2 Delivered  N/A ®©
1+ T°maf° S°‘”°f Robert Barz F',"f' F“"‘ . Ees‘; 28 2024, 09:54 166.980KB 2 Delivered  N/A ®
g NMestzfls Robert Barz Etifel P Feb.282024,09:54  q166.980k8 2 Delivered  N/A ©

1 CST

3. The faxes are listed in order with the most recent at the top. You can
look by fax service with the HOSTED FAX drop down menu.

For each Fax, there are actions in the rightmost column. Sent faxes will
have all four options, while Received faxes will have only three. ACTIONS

View: This will show the fax on-screen.

Resend (sent faxes only): Use this to send the fax to the same i
recipients again. G < D4
Email: Send this fax to an email address. This may violate HIPAA

compliance if the email server where it is directed is not compliant.
Delete: Delete this fax and free up the storage space it is consuming.
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