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Fluid Fax - an overview 

Introduction to Fluid Fax  
 

Fluid Fax is a network fax server that allows users to send and receive faxes from their desktops. 
Users can use their email clients or the web browsers to send out faxes and view their received 
faxes.  
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Installing Fluid Fax  

System Requirements 
 

Fluid Fax can be installed on a computer that meets the following requirements: 

·  Windows 7, Vista, XP, 2008, 2003, 2000 operating system. 

·  Microsoft DotNet Framework 2.0 

 

Installation Procedures 
 

NOTE: Before installing Fluid Fax, ensure that you are logged on as Administrator and that all the 
other Windows applications are closed. 

1. Double click the setup.exe installation program.  

2. The installation program will check for the following pre-requisite components on the computer: 

·  UltiDev Cassini Web Server for ASP.NET 2.0 

·  Microsoft Windows Installer 3.1 

3. The installation program will prompt for the installation of any missing pre-requisite components.  

4. Fluid Fax is a self contained web application that does not require Microsoft IIS web server to be 
installed as it provides its own web server - UltiDev Cassini web server. 

5. If the UltiDev Cassini web server has not been installed, a prompt will appear for its installation. 
Click Install  to continue. 

 
Screenshot 1 – UltiDev Cassini web server installation prompt 

6. After installation of the pre-requisite components, Fluid Fax setup wizard will be launched. Click 
Next  to continue.   
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Screenshot 2 – Welcome screen 

7. Read the license agreement. If you agree with the license agreement, select I Agree  and click 
Next  to continue. 

 

Screenshot 3 – License Agreement 
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8. Fluid Fax will host the web application at a specified port. You can accept the default port or 
specify a new port. Make sure that the port specified is currently unused. Click Next  to continue.  

 
Screenshot 4 – Specify web application port 

9. Select the appropriate installation folder and click Next .  
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Screenshot 5 – Select installation folder 

10. A confirmation screen will appear. To confirm the installation, click Next . 

 

Screenshot 6 – Confirm installation 

11. After this, Fluid Fax would have been successfully installed. To confirm, go to the windows 
services panel, browse to UltiDev Cassini Web Server for ASP.NET 2.0 . Make sure that the 
service is started. 

 

12. Two windows services will also be installed as follows. Make sure both services are started. 

·  Fluid Fax 

·  Fluid Fax Attendant 
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Accessing Fluid Fax 

Accessing from computer installed with Fluid Fax 
 

1. Go to Start > All Programs > Fluid Fax 2.0 > Fluid Fax  

2. The web browser will be launched and will present the main page.  

 

Accessing from remote computers 
 

1. Open the page http://<computername>:<port> with the web browser. 

·  <computername> - computer name of the computer that Fluid Fax is installed 

·  <port> - web application port specified during installation. 

 

2. Make sure that there is no firewall blocking the access to the specified port on the computer that 
Fluid Fax is installed. The default port is 7786. 
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Licensing 

Configuring license information 
 

1. Configure the license key when you launch the system for the first time. 

2. Key in the license key and click Save. 

3. If you are using a trial version, click Generate Trial Key . 

 
Screenshot 7 – License information 
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Login 

Local user login 
 

1. Fluid Fax keeps an internal database of licensed users. Upon login, the credentials keyed in by 
users are authenticated against this internal database. 

2. The following shows the login screen. 

 
Screenshot 8 – Login page 

3. There is a built-in administrator account with user name / password as admin  / fluidfax  

4. For first time login, use the credentials for the built-in administrator account. Click Login  to 
continue. 
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Control Centre 

Control centre 
 

This section is only available to administrators. It gives an overview of the total number of faxes 
sent and received on the current day. It also shows the status of the status of the two windows 
services for Fluid Fax server.  

  

1. Click Control centre on the menu. 

2. To control a windows service, click Start , Stop  or Restart . 

 

 
Screenshot 9 – Control centre 
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Fax Devices 

Fax devices 
 

Fax devices are the physical devices such as modems that perform the actual fax transmissions. 
The modems must be physically installed on the computer that Fluid Fax is installed. 

 

1. Click Configuration > Fax Devices on the menu. 

2. The list of fax devices will be displayed. 

3. To perform filtering, fill in the filter parameters. 

4. To auto detect the modems, click Auto Detect . 

5. To edit a fax device, click on the first column. 

 
Screenshot 10 – Fax devices 

 

Auto detect 
 

1. Once auto detection is completed, the list of modems will be populated automatically. 

2. There must be at least one fax device available for Fluid Fax to function. 

 

Edit fax device 
 

1. Set the following information in the Device tab: 

·  Class – The class of modem supported by the fax device.  

·  Initialization – The initialization string sent to the fax device to initialize it. 

·  Mode – You can set the fax device to perform send only, receive only, both send and 
receive. If both send and receive are not selected, the fax device is disabled. 
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Screenshot 11 – Device tab 

2. Set the following information in the Options tab: 

·  Backup faxes sent using this line to – The folder that successfully sent faxes will be 
saved to.  

·  Print faxes sent using this line to – The printer that successfully sent faxes will be sent 
to. 

·  Backup faxes received using this line to – The folder that received faxes will be saved 
to.  

·  Print faxes received using this line to – The printer that received faxes will be sent to. 

 
Screenshot 12 – Options tab 

3. Click Save to save the information. 
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Fax Server 

Fax server 
 

Configure the company settings, sending settings, receiving settings and mail server settings in 
this section. After configuring, you must restart the Fluid Fax windows service. 

 

1. Click Configuration > Fax Server on the menu. 

2. Access the settings by clicking on the respective tab. 

3. Modify the settings and click Save. 

4. Restart the Fluid Fax windows service for the settings to take effect. Before restarting, make 
sure that there are no actual fax transmissions in progress. 

 

Company settings 
 

1. Set the following information in the General tab: 

·  Company Name – The name of your company. This information can appear in the 
cover page for outgoing faxes.  

·  Fax No. – The fax number of your company. This information can appear in the cover 
page for outgoing faxes. 

·  Fax Station ID – The ID that identifies your fax server. This information is sent to 
remote fax machine during faxing. Normally, the company’s fax number is used. 
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Screenshot 13 – General tab 

 

Sending - Call settings 
 

1. Set the following information in the Sending tab: 

·  Retries – The number of retries for outgoing faxes when the first sending fails.  

·  Retry Interval (s) – The interval in seconds between each retries. 

·  Cover page options – The option whether to add a cover page for an outgoing fax. 
There are three different options 

·  Use cover page when message body is present – A cover page will be used only if 
there is information in the sender’s email message. 

·  Always use cover page – A cover page will always be used. 

·  Do not use cover page – No cover page will be used.  
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Screenshot 14 – Sending tab 

 

Sending - Dialing 
 

1. Set the following information in the Sending tab: 

·  Dial prefix – The prefix to be added in front of all fax numbers.  

·  Remove country code – This applies to fax numbers that start with ‘+” only. The country 
code together with the ‘+’ sign will be removed. 

·  Overseas dialing prefix – This applies to fax numbers that start with ‘+’ only. The ‘+’ 
sign will be replaced by this prefix. 

 

Sending – Sent Success 
 

1. Set the following information in the Sending tab: 

·  Save faxes as – The format in which faxes will be saved. There are three different 
options 

·  CCITT Group 3 Tiff file (.tif) – The original fax format. 

·  CCITT Group 4 Tiff file (.tif) – More compression can be achieved with this format 
over the Group 3 Tiff format. 

·  PDF file (.pdf) – PDF format readable by Adobe pdf reader.  
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·  File name format – The format of the names of the saved files. Special fields can be 
used if enclosed in { }. An example would be {yyyyMMdd_hhmmss}_{id}. This example 
ensures file names are in the format of year, month, day followed by hour, minute, 
second followed by the fax id.  

If the file name format field is left empty, files will be renamed based on the fax id which 
is a running number. If no fax id {id} is specified in the file name format field, the fax id 
will be appended automatically at the end of the file name. 

 
The following are the special fields that can be used: 

·  id – fax id. 

·  d – The day of the month, from 1 through 31. 

·  dd – The day of the month, from 01 through 31. 

·  ddd – The abbreviated name of the day of the week. 

·  dddd – The full name of the day of the week. 

·  h – The hour, using a 12-hour clock from 1 to 12. 

·  hh – The hour, using a 12-hour clock from 01 to 12. 

·  H – The hour, using a 24-hour clock from 0 to 23. 

·  HH – The hour, using a 24-hour clock from 00 to 23. 

·  m – The minute, from 0 through 59. 

·  mm – The minute, from 00 through 59. 

·  M – The month, from 1 through 12. 

·  MM – The moth, from 01 through 12. 

·  MMM – The abbreviated name of the month. 

·  MMMM – The full name of the month. 

·  s – The second, from 0 through 59. 

·  ss – The second, from 00 through 59. 

·  t – The first character of the AM/PM designator. 

·  tt – The AM/PM designator. 

·  y – The year, from 0 through 99. 

·  yy – The moth, from 00 through 99. 

·  yyy – The year, with a minimum of three digits. 

·  yyyy – The year as a four-digit number. 

·  Email notification – Specifies whether an email notification will be sent to the sender 
after a fax has been sent successfully. The options are: 

·  None – No email will be sent. 

·  Email without attachment – An email will be sent without the fax attachment. 

·  Email with attachment – An email will be sent with the fax attachment.  

·  Delete old faxes – When this option is selected, the system will perform house keeping 
and auto delete faxes that are older than the specified no. of days, no. of hours and no. 
of minutes combination.  

 

Sending - Sent Failure 
 

1. Set the following information in the Sending tab: 

·  Save faxes as – The format in which faxes will be saved.  
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·  File name format – The format of the names of the saved files. 

·  Email notification – Specifies whether an email notification will be sent to the sender 
after a fax has failed.  

·  Delete old faxes – When this option is selected, the system will perform house keeping 
and auto delete faxes that are older than the specified period.  

2. For more detailed explanation of the fields, please refer to the “Sending – Sent Success” section. 

 

Receiving - Received Faxes 
 

1. Set the following information in the Receiving tab: 

·  Save faxes as – The format in which faxes will be saved.  

·  File name format – The format of the names of the saved files.  

·  Email notification – Specifies whether an email notification will be sent to the recipient 
when a fax has been received. 

·  Delete old faxes – When this option is selected, the system will perform house keeping 
and auto delete faxes that are older than the specified period. 

2. For more detailed explanation of the fields, please refer to the “Sending – Sent Success” section. 

 
Screenshot 15 – Receiving tab 

 

Internal SMTP settings 
 
Fluid Fax has its own internal SMTP server that receives emails. These emails will then be 
converted to faxes to be sent out. 
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1. Set the following information in the SMTP tab: 

·  Listening at port – The port that the internal SMTP server will listen to. The default port 
is 2501. 

·  Listening for domain – Emails sending to this domain will be treated as fax and sent out. 
Emails not sending to this domain will be dropped. 

·  Enable authentication with local users credentials – Specifies whether the internal 
SMTP server requires authentication for senders to send email to. If this is enabled, the 
login credentials of Fluid Fax licensed users will be used for authentication. 

·  Enable debug mode – When this option is enabled, a log file will be generated to aid 
troubleshooting. 

 
Screenshot 16 – SMTP tab 

 

Outgoing mail settings 
 
Fluid Fax sends out email notifications to an external SMTP server. Typically this is the company’s 
mail server. 

 

1. Set the following information in the SMTP tab: 

·  SMTP Name/IP – The name of the SMTP server. 

·  SMTP Port – The port of the SMTP server. The typical port is 25. 

·  User ID – The user id used to send out an email. 

·  Password – The password used to send out an email. 

·  Enable SSL – Specifies whether the communication with the SMTP server is via SSL. 

·  Sender Email – The sender email address for email notification of sent and received 
faxes.  
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·  Sender Name – The sender name for email notification of sent and received faxes. 
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Routing 

Routing 
 

Configure the routing rules to send emails to recipients when a fax is being received in this section. 

  

1. Click Configuration > Receiving on the menu followed by Routing tab. 

2. To edit a routing rule, click on the first column. 

3. To delete a routing rule, select the checkbox and click Delete. 

 

Global routing rules 
 

1. The global routing rules apply to all faxes received via Fluid Fax. The rules are shown in the 
Global tab. 

 
Screenshot 17 – Global  routing rules 

2. All faxes – This rule sets the recipients for all faxes received by Fluid Fax. Select the licensed 
users and click Save. 
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Screenshot 18 – Edit receive all faxes routing rule 

3. Faxes not routed – This rule sets the recipients for all faxes that are received and have no 
recipients. 

 

Line routing rules 
 

1. The line routing rules apply only to a particular fax line. Each fax line corresponds to a fax 
device. 
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Screenshot 19 – Line routing rules 

2. To add a rule click Add . To edit a rule, click on the first column. 

3. Set the following information: 

·  Line – The fax line that the rule will be implemented. 

·  Users – These users will receive an email notification when a fax is received via the 
specified line. 

4. Click Save to save the information. 

 

Remote ID routing rules 
 

1. The remote id routing rules apply only to faxes received from a particular remote id. 
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Screenshot 20 – Remote id routing rules 

2. To add a rule click Add . To edit a rule, click on the first column. 

3. Set the following information: 

·  Remote ID – The remote id of the sending fax machine. 

·  Users – These users will receive an email notification when a fax is received from a fax 
machine with the specified remote id. 

4. Click Save to save the information. 
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Receiving - Stamps 

Stamps 
 

Configure the header and footer stamps for received faxes in this section. 

  

1. Click Configuration > Receiving on the menu followed by Stamps tab. 

2. To edit a stamp, click on the first column. 

3. To delete a stamp, select the checkbox and click Delete. 

 

Configuration 
 

1. A stamp applies either to all lines or selected lines. 

 
Screenshot 21 – Receiving stamps 

2. To add a stamp click Add . To edit a stamp, click on the first column. 

3. Set the following information: 

·  Stamp name – The name of the stamp. 

·  Header – The information that will be stamped on the top of each page. Special fields 
can be used. 

·  Footer – The information that will be stamped on the bottom of each page. Special 
fields can be used. 

·  Default – States whether the stamp is used for all lines. 

·  Line – State the lines that the stamp applies to. 
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4. Click Save to save the information. 

 

 
Screenshot 22 – Configuring receiving stamp 

 

Special fields 
 
Fluid Fax will populate special fields with the information of a fax. 

 

The following are the special fields: 

·  {fax_id} – The unique fax id of the fax. 

·  {cur_page} – The current page number. 

·  {pages} – Total number of pages of the fax. 

·  {line} – The line that the fax is received. 

·  {remote_id} – The remote id of the sending fax machine. 

·  {date} – The date and time of the fax in "dd/MM/yyyy hh:mm:ss tt" pattern. 

·  {short_date} - The date (short date pattern) of the fax. 

·  {long_date} - The date (long date pattern) of the fax. 

·  {short_time} - The time (short time pattern) of the fax. 

·  {long_time} - The time (long time pattern) of the fax. 

·  {|} – This separates the content into different sections. For a content of “A{|}B{|}C”, “A” 
will be left justified, “B” will be centre justified while “C” will be right justified.  
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Receiving - Email Notification Templates 

Default template 
 

Fluid Fax allows the customization of the notification emails sent for received faxes. The default 
template file is located in the “template” folder of Fluid Fax’s installed folder.  

·  receive.txt – The template for faxes received. 

 
There is a corresponding backup file in the same folder.  

 

The templates are text files and can be modified using any text editor. The first line specifies the 
format of the email subject while the subsequent lines specify the format of the email body. Fluid 
Fax will populate special fields specified in the files with the information of a fax. 

 

Override the default 
 

You can override the default template or specify the format for faxes received by a particular fax 
line. 

 

1. Click Configuration > Receiving on the menu followed by Email templates tab. 

2. To add a template click Add . To edit a template, click on the first column. 

3. Set the following information: 

·  Description – Whether it is the default template or only applies to a particular line. 

·  Subject – The subject of the email. Special fields can be used. 

·  Body – The body of the email. Special fields can be used. 

4. Click Save to save the information. 

5. To delete a template, select the checkbox and click Delete. 

6. To replace an existing template with the default template files, select the checkbox and click 
Use internal template . 

 



 

Fluid Fax Manual  
Receiving - Email Notification Templates ····  29 

 
Screenshot 23 – Email notification templates for received faxes 

 

Special fields 
 
Fluid Fax will populate special fields with the information of a fax. 

 

The following are the special fields to be specified in the received faxes template: 

·  {fax_id} – The unique fax id of the fax. 

·  {pages} – Total number of pages in the fax. 

·  {duration} – Duration of the fax transmission. 

·  {line} – The line that the fax is received. 

·  {port} – The port that the fax is received. 

·  {speed} – The speed of the fax transmission. 

·  {remote_id} – The remote id of the sending fax machine. 

·  {date} – The date and time of the fax in "dd/MM/yyyy hh:mm:ss tt" pattern. 

·  {short_date} - The date (short date pattern) of the fax. 

·  {long_date} - The date (long date pattern) of the fax. 

·  {short_time} - The time (short time pattern) of the fax. 

·  {long_time} - The time (long time pattern) of the fax. 
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Cover Pages 

Default cover page 
 

Fluid Fax allows the customization of the cover page for outgoing faxes. The default cover page 
template file is named coverpage.htm and is located in the “coverpage” folder of Fluid Fax’s 
installed folder. There is a backup file called coverpage_bk.htm in the same folder.  

 
The cover page template is a HTML file and can be modified using any HTML or text editor. Fluid 
Fax will populate will populate special fields specified during sending of outgoing faxes. 

 

Override the default 
 

You can override the default template or specify the cover page for specific users. 

 

1. Click Configuration > Sending on the menu followed by Cover pages tab. 

2. To add a template click Add . To edit a template, click on the first column. 

3. Set the following information: 

·  File Name – The file name of the cover page template. The physical file must be placed 
in the coverpage folder of the Fluid Fax installed folder. 

·  Default – Specifies the cover page as the default cover page for all users. 

·  Users – The cover page will be used for these users only. 

4. Click Save to save the information. 

5. To delete a template, select the checkbox and click Delete. 

 

 
Screenshot 24 – Cover page templates 

 

Special fields 
 
Fluid Fax will populate special fields with the information of a fax. 
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The following are the special fields to be specified in the cover page template: 

·  {to_company} – The recipient’s company. 

·  {to_name} – The recipient’s name. 

·  {to_fax} – The recipient’s fax number. 

·  {from_company} – The sender’s company. 

·  {from_department} – The sender’s department. 

·  {from_name} – The sender’s name. 

·  {from_fax} – The sender’s fax number. 

·  {from_tel} – The sender’s telephone number. 

·  {from_mobile} – The sender’s mobile number. 

·  {pages} – Total number of pages in the fax. 

·  {subject} – The subject of the email sent to Fluid Fax for faxing. 

·  {message} – The content of the email sent to Fluid Fax for faxing. 

·  {date} – The date and time of the fax in "dd/MM/yyyy hh:mm:ss tt" pattern. 

·  {short_date} - The date (short date pattern) of the fax. 

·  {long_date} - The date (long date pattern) of the fax. 

·  {short_time} - The time (short time pattern) of the fax. 

·  {long_time} - The time (long time pattern) of the fax. 
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Sending - Stamps 

Stamps 
 

Configure the header and footer stamps for sending faxes in this section. 

  

1. Click Configuration > Sending on the menu followed by Stamps tab. 

2. To edit a stamp, click on the first column. 

3. To delete a stamp, select the checkbox and click Delete. 

 

Configuration 
 

1. A stamp applies either to all users or selected users. 

 
Screenshot 25 – Sending stamps 

2. To add a stamp click Add . To edit a stamp, click on the first column. 

3. Set the following information: 

·  Stamp name – The name of the stamp. 

·  Header – The information that will be stamped on the top of each page. Special fields 
can be used. 

·  Footer – The information that will be stamped on the bottom of each page. Special 
fields can be used. 

·  Default – States whether the stamp is used for all lines. 

·  User – State the users that the stamp applies to. 

4. Click Save to save the information. 
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Screenshot 26 – Configuring sending stamp 

 

Special fields 
 
Fluid Fax will populate special fields with the information of a fax. 

 

The following are the special fields: 

·  {to_company} – The recipient’s company. 

·  {to_name} – The recipient’s name. 

·  {to_fax} – The recipient’s fax number. 

·  {from_company} – The sender’s company. 

·  {from_department} – The sender’s department. 

·  {from_name} – The sender’s name. 

·  {from_fax} – The sender’s fax number. 

·  {from_tel} – The sender’s telephone number. 

·  {from_mobile} – The sender’s mobile number. 

·  {cur_page} – The current page number. 

·  {pages} – Total number of pages of the fax. 

·  {subject} – The subject of the email sent to Fluid Fax for faxing. 

·  {date} – The date and time of the fax in "dd/MM/yyyy hh:mm:ss tt" pattern. 

·  {short_date} - The date (short date pattern) of the fax. 

·  {long_date} - The date (long date pattern) of the fax. 

·  {short_time} - The time (short time pattern) of the fax. 
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·  {long_time} - The time (long time pattern) of the fax. 

·  {|} – This separates the content into different sections. For a content of “A{|}B{|}C”, “A” 
will be left justified, “B” will be centre justified while “C” will be right justified.  
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Document Conversion 

Document conversion 
 

Configure the documents that are allowed or blocked when users attach these documents in 
outgoing faxes in this section. For documents that are allowed, please ensure that their client 
programs are installed on the fax server. For instance, for Microsoft Word (*.DOC) documents, 
Microsoft Office is required.  

 

Fluid Fax server will perform a “Print to” using the client programs to convert these documents into 
fax format. As such, the Fluid Fax windows service should be changed to run under a real user, 
having a profile that can launch the client programs instead of the default Local System. 

 

Fluid Fax server has a list of documents types that it can convert internally. The document types 
are pdf, tif, txt, bmp, htm and html. These document types should not be added into the system. 

 

1. Click Configuration > Sending on the menu followed by Conversion tab. 

2. To edit a document type, click on the first column. 

3. To delete a document type, select the checkbox and click Delete. 

 

Document types 
 

1. The list of document types will be displayed. 

 
Screenshot 27 – Sending line rules 

2. To add a document type, click Add . To edit a document type, click on the first column. 
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3. Set the following information: 

·  File extension – The file extension specified. Examples include DOC, XLS. 

·  Action – The action taken for the file extension. 

·  Allow – The document type will be converted and faxed out. 

·  Block – The document type will be blocked. 

·  Ignore – The document type will be ignored and not converted. 

4. Click Save to save the information. 

 

Cover page / html converter 
 

1. Set the following information: 

·  Cover page / html converter – The converter used to convert htm or html pages: 

·  Internal – The internal converter is used. This converter does not support 
Unicode. 

·  Internet Explorer – Fluid Fax server makes use of the Internet Explorer to perform 
a “Print to”. This option supports Unicode. The Fluid Fax windows service should 
be changed to run under a real user, having a profile that can launch Internet 
Explorer instead of the default Local System. 

2. Click Save to save the information. 
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Sending Line 

Sending line  
 

Configure the lines that are assigned to users for sending out faxes in this section. Users specified 
in this section will have their outgoing faxes channeled to the configured lines. For users not 
specified, their outgoing faxes will be channeled to all the lines available. 

  

1. Click Configuration > Sending on the menu followed by Send line tab. 

2. To edit a sending line rule, click on the first column. 

3. To delete a sending line rule, select the checkbox and click Delete. 

 

Sending line rules 
 

1. The sending line rules apply only to a particular fax line. Each fax line corresponds to a fax 
device. 

 
Screenshot 28 – Sending line rules 

2. To add a rule click Add . To edit a rule, click on the first column. 

3. Set the following information: 

·  Line – The fax line that the rule will be implemented. 

·  Users – The faxes of these users will be channeled to this line only. 

4. Click Save to save the information. 
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Sending - Email Notification Templates 

Default email notification templates 
 

Fluid Fax allows the customization of the notification emails sent for sent faxes. The default 
template files are located in the “template” folder of Fluid Fax’s installed folder.  

·  sendsuccess.txt – Template for faxes sent successfully. 

·  sendfailure.txt – Template for faxes that failed to sent. 

 
There is a corresponding backup file for each template file in the same folder.  

 

The templates are text files and can be modified using any text editor. The first line specifies the 
format of the email subject while the subsequent lines specify the format of the email body. Fluid 
Fax will populate special fields specified in the files with the information of a fax. 

 

Override the default 
 

You can override the default templates or specify the format for faxes sent with a particular fax line. 

 

1. Click Configuration > Sending on the menu followed by Email templates tab. 

2. Click on the tabs for the corresponding email notification templates. 

·  Sent faxes – Faxes sent successfully. 

·  Sent failures – Faxes not sent successfully. 

3. To add a template click Add . To edit a template, click on the first column. 

4. Set the following information: 

·  Description – Whether it is the default template or only applies to a particular line. 

·  Subject – The subject of the email. Special fields can be used. 

·  Body – The body of the email. Special fields can be used. 

5. Click Save to save the information. 

6. To delete a template, select the checkbox and click Delete. 

7. To replace an existing template with the default template files, select the checkbox and click 
Use internal template . 
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Screenshot 29 – Email notification templates 

 

Special fields 
 
Fluid Fax will populate special fields with the information of a fax. 

 

The following are the special fields to be specified in the sent faxes template: 

·  {status} – The status of the fax whether it is success or failure. 

·  {fax_id} – The unique fax id of the fax. 

·  {to_fax} – The recipient’s fax number. 

·  {status_info} – Status information of the fax 

·  {pages} – Total number of pages in the fax. 

·  {pages_sent} – Total number of pages sent. 

·  {duration} – Duration of the fax transmission. 

·  {retries} – The number of retries for the fax. 

·  {line} – The line that the fax is received. 

·  {port} – The port that the fax is received. 

·  {speed} – The speed of the fax transmission. 

·  {remote_id} – The remote id of the sending fax machine. 

·  {date} – The date and time of the fax in "dd/MM/yyyy hh:mm:ss tt" pattern. 

·  {short_date} - The date (short date pattern) of the fax. 

·  {long_date} - The date (long date pattern) of the fax. 

·  {short_time} - The time (short time pattern) of the fax. 

·  {long_time} - The time (long time pattern) of the fax. 
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Call Blocking 

Call blocking 
 

Configure the fax numbers to block in this section. This section is useful if you would like to control 
which users can use IDD numbers to fax overseas. 

  

1. Click Configuration > Sending on the menu followed by Call block tab. 

2. To edit a call block rule, click on the first column. 

3. To delete a call block rule, select the checkbox and click Delete. 

 

Configuration 
 

1. A call block rule applies either to all users or selected users. 

 
Screenshot 30 – Call block 

2. To add a call block rule click Add . To edit a call block rule, click on the first column. 

3. Set the following information: 

·  Dial string – The numbers that will be dialed for faxing out. 

·  Action – The action taken for the dial string. 

·  Allow – The dial string will be allowed. 

·  Block – The dial string will be blocked. 

·  Comments – Additional information for this rule. 

·  Default – States whether the stamp is used for all lines. 

·  User – State the users that the stamp applies to. 

4. Click Save to save the information. 
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Screenshot 31 – Configuring call block 
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Printers 

Printers 
 

This section allows the import of printers connected to the computer where Fluid Fax is installed. 
Fluid Fax can then be configured to print out sent / received faxes to these printers. 

 

1. Click Configuration > Printers on the menu. 

2. The list of imported printers will be displayed. 

3. To perform filtering, fill in the filter parameters. 

4. To import the modems, click Import . 

5. To delete a printer, select the checkbox and click Delete. 

 
Screenshot 32 – Printers 

 

Import 
 

1. The list of installed printers will appear. 

2. Select the printers to import into Fluid Fax. 

3. Click Import  to save the information. 
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Screenshot 33 – Import printers 
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Licensed Users 

Licensed users 
1. Click Licensed Users on the menu. 

2. The list of licensed users will be displayed. 

3. To perform filtering, fill in the filter parameters. 

4. To add a new user, click Add . 

5. To edit a user, click the first column. 

6. To delete a user, select the checkbox and click Delete. 

 
Screenshot 34 – Licensed users 

Edit licensed user 
 

1. Set the following information: 

·  Full Name – The name of the user.  

·  Email – The email address of the user. Fluid Fax will use this information to route 
received faxes to users. 

·  Company – The company of the user. 

·  Department – The department of the user. 

·  Tel No. – The telephone number of the user. 

·  Fax No. – The fax number of the user. 

·  Mobile No. – The mobile number of the user. 

·  User Role – There are three roles in Fluid Fax as follows: 

·  Administrator – Can perform configurations and view all the sent and received 
faxes of all users. 

·  Supervisor – Can view all the sent and received faxes of all users. 

·  Normal user – Can view only his personal sent and received faxes. 

·  User ID – The login id of the user. 
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·  Password – The login password of the user. 

2. Click Save to save the information. 

 
Screenshot 35 – Edit licensed user 
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Contacts 

Contacts 
 

Contacts are fax recipients. They can be Global or Personal. Global Contacts are available to all 
users of Fluid Fax while Personal Contacts are only available to the user that creates them. 
Contacts can be organized into a Distribution List containing many contacts. 

 
Users can select multiple contacts when sending faxes through Fluid Fax’s web interface. The 
contacts information will be used for cover page generation for outgoing faxes.  

 

1. Click Global Contacts or Personal Contacts on the menu. 

2. The list of contacts / distribution lists will be displayed. A distribution list is denoted by a group 
icon beside its name. 

3. To perform filtering, fill in the filter parameters. 

4. To import new contacts, click Import . 

5. To add a contact, click New Contacts . 

6. To add a distribution list, click New Distribution List . 

7. To edit a contact / distribution list, click on the first column. 

8. To delete a contact / distribution list, select the checkbox and click Delete. 

9. To export the list of contacts, click Export . 

 

 
Screenshot 36 – Contacts 

 

Import contacts 
 



 

Fluid Fax Manual Contacts ····  47 

1. Set the following information: 

·  Import file (xls / csv) – The file containing the contacts for import.  
If the import file is in excel format (xls), it must have the first row as the column 
headings which are First Name, Last Name, Company, Department, Tel no., Fax no., 
Mobile no., Email, Comments in the correct order. The worksheet must be named 
Sheet1.  
 
If the import file is in comma separated values format (csv), it must have the first row as 
the column headings which are First Name, Last Name, Company, Department, Tel no., 
Fax no., Mobile no., Email, Comments in the correct order. 

·  Assign to – The distribution list to be assigned to the imported contacts. 

·  Replace all contacts in assigned distribution list – Enabling this option deletes all 
contacts in the assigned distribution list before import. This is to ensure a clean import 
of contacts to an assigned distribution list. 

2. Click Import . 

 
Screenshot 37 – Import contacts 

 

Edit contact 
1. Set the following information: 

·  First Name – The first name of the contact. 

·  Last Name – The last name of the contact 

·  Company – The company of the contact. 

·  Department – The department of the contact. 

·  Tel No. – The telephone number of the contact. 

·  Fax No. – The fax number of the contact. 

·  Mobile No. – The mobile number of the contact. 

·  Email – The email address of the contact. 

·  Comments – The comments for the contact. 
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·  Groups – The contact groups to assign the contact to. 

2. Click Save to save the information. 

 
Screenshot 38 – Edit contact 

 

Edit distribution list 
 

1. Set the following information: 

·  Distribution List Name – The name of the distribution list. 

2. To add new contacts to the distribution list, click Add . 

3. To remove a contact from the distribution list, select the checkbox and click Delete. 

4. To export the list of contacts, click Export . 

5. Click Save to save the information. 

6. Click Done to return to the main contacts page. 
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Screenshot 39 – Edit distribution list 

 
Screenshot 40 – Select contacts for distribution list 
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Services 

Services 
 

1. Click Services on the menu to monitor Fluid Fax windows services. 

2. The following windows services are shown: 

·  Fluid Fax 

·  Fluid Fax Attendant 

3. Perform the following actions: 

·  Click Stop  to stop a windows service. 

·  Click Start  to start a windows service. 

·  Click Restart  to restart a windows service. 

·  To edit a windows service, click on the first column. 

 

Screenshot 41 – Monitor services 

 

Edit logon information 
 

1. Set the following information: 

·  Logon – The windows account that is used to start the windows service. The account 
can be Local System account or a user account. If a user account is used, the user 
name and password must be supplied. 

2. Click Save to save the information. 

3. The windows service must be restarted for the information to take effect. 
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Screenshot 42 – Edit windows service 
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Folder Scanner 

Folder scanner 
 

Fluid Fax monitors a folder for files and then sends out faxes based on these files. External 
systems such as ERP or accounting systems will drop files into a specific folder by batch. This will 
then trigger a mass sending of emails. The emails can be sent to a fax gateway such as Fluid Fax 
for mass faxing. 

 

Configure source folder 
 

The folder to be monitored by the Folder Scanner is configured in this section. 

 

1. Click Folder Scanner on the menu. 

2. Select the Configuration tab followed by the Source tab. 

3. Set the following information: 

·  Enable - This option enables or disables the folder scanner. 

Source 

·  Scan Folder – The full path of the folder that is monitored. 

·  File Extension – The extension of files that are monitored. *.pdf means that only pdf 
files will be monitored while *.* means that all files will be monitored. 

·  Data Location – The location of data to be used. This information will be used to 
substitute values in the contents of the emails that will be sent. 
 
There are three options: 

·  None: No information is used. This option will trigger one email for each file 
deposited in the Scan Folder. 

·  File Name: The data is located in the file name. This option will trigger one email for 
each file deposited in the Scan Folder. 

·  File Content: The data is located in the file content. This option will trigger multiple 
emails for each file deposited in the Scan Folder. An email will be triggered for each 
non-empty line in the file. 

·  Data Separator – The separator separating the data obtained from the Data Location. 

4. Click Save to save the information. 

5. The Fluid Monitor Attendant windows service must be restarted for the information to take effect. 
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Screenshot 43 – Folder scanner source 

 

Configure email content 
 

The email content is configured in this section. Parts of the email content can be substituted with 
the data retrieved from the Data Location separated by the Data Separator set in the previous 
section. Parameters in the format of {position} are used. The parameters starts from {0} followed 
by {1} and so forth. 

 

Example 1: The data is specified in the file name. 

·  Data Location – File Name 

·  Data Separator – “~” 

If the file name is “20100901_223000~INV12345~11111.txt” then 

·  {0} – “20100901_223000” 

·  {1} – “INV12345” 

·  {2} – “11111.txt” 

 

Example 2: The data is specified in the file content. 

·  Data Location – File Content 

·  Data Separator – “|” 

If a line in the file is “20100901_223000|INV12345|11111.txt” then 

·  {0} – “20100901_223000” 

·  {1} – “INV12345” 
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·  {2} – “11111.txt” 

 

Reserved words can also be used for data substitution as follows: 

·  {srcfilename} – Source file name 

 

1. Click Folder Scanner on the menu. 

2. Select the Configuration tab followed by the Content tab. 

3. Set the following information: 

·  Nature – This is a read only field. It shows whether an email will be sent out for each 
line in the source file or each source file. 

·  Schedule – The schedule to send out the emails. The format of the schedule is 
<yyyyMMdd_HHmmss>. If we need to send out an email on 1 Sep 2010 at 10:30pm, the 
schedule will be “20090910_223000”. Parameters such as “{0}”, “{1}” are allowed. 

·  Sender Email – The sender of the emails. Parameters are allowed together with the 
reserved words such as “{srcfilename}”. If the emails are sent to a fax or SMS gateway, 
then normally this is the licensed user’s email address in the database of the gateway. 

·  Recipient Email – The recipient of the emails. Parameters are allowed together with the 
reserved words such as “{srcfilename}”. If the emails are sent to a fax or SMS gateway, 
then normally this is the recipient of the faxes or SMS. For GFI FAXmaker, the format is 
“<fax_no>@faxmaker.com” and for Fluid SMS gateway, the format is  
“<mobile_no>@fluidsms.com”.  
 
For instance if the emails are sent to GFI FAXmaker and the data used is the first 
parameter, then the Recipient Email will be “{0}@faxmaker.com”.  
 
For instance if the emails are sent to Fluid SMS Gateway and the data used is the first 
parameter, then the Recipient Email will be “{0}@fluidsms.com”. 

·  Subject – The subject of the emails. Parameters are allowed together with the reserved 
words. 

·  Body – The body of the emails. Parameters are allowed together with the reserved 
words. 

·  Attachment – The attachment of the emails.  There are two options: 

·  None: No attachment will be sent. 

·  Source file: The source file will be sent. 

4. Click Save to save the information. 

5. The Fluid Monitor Attendant windows service must be restarted for the information to take effect. 
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Screenshot 44 – Folder scanner content 

 

Configure destination 
 

The destination SMTP server of the emails is configured in this section. 

 

1. Click Folder Scanner on the menu. 

2. Select the Configuration tab followed by the Destination tab. 

3. Set the following information: 

·  Mail Server – The name or IP address of the mail server. 

·  Mail Server Port – The SMTP port of the mail server. Typically it is 25. 

·  User ID – The user id used to authenticate with the mail server. 

·  Password – The password used to authenticate with the mail server. 

·  Enable SSL – Specifies whether communication with the mail server is via SSL. 

·  No. of Retries – The number of retries if mail sending fails. 

·  Retry Interval (s) – The interval between each retries in seconds. 

4. Click Save to save the information. 

5. The Fluid Monitor Attendant windows service must be restarted for the information to take effect. 
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Screenshot 45 – Folder scanner destination 

 

Configure notification 
 

The actions taken based on the status of the email sending is configured in this section. 

 

1. Click Folder Scanner on the menu. 

2. Select the Configuration tab followed by the Notification tab. 

3. Set the following information for emails successfully and not successfully sent: 

·  Drop source file into folder – The folder to drop the source file into. 

·  Email notification – Specifies whether an email will be sent.  There are three options: 

·  None: No email will be sent. 

·  Email without source file: An email will be sent without an attachment. 

·  Email with source file: An email will be sent with the source file as an attachment. 

·  Recipient email – The recipient of the email notification. 

4. Click Save to save the information. 

5. The Fluid Monitor Attendant windows service must be restarted for the information to take effect. 
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Screenshot 46 – Folder scanner notification 

 

Configure availability 
 

The active period for email sending is configured in this section. Fluid Monitor will only send out 
emails to the destination during periods configured as active. This is especially when files are 
generated at midnight in batches and deposited into the scan folder. Fluid Monitor will not start 
sending out emails to the SMS gateway at midnight which will trigger SMS sending. It will wait until 
the next active period to send out emails. 

 

1. Click Folder Scanner on the menu. 

2. Select the Configuration tab followed by the Availability tab. 

3. Set the following information: 

·  Check the checkboxes showing the days of the week and the time period. 

·  If the checkbox 0h is checked, the period from 12:00am to 12:59am is active. 

·  If the checkbox 23h is checked, the period from 11:00pm to 11:59pm is active. 

4. Click Save to save the information. 

5. The Fluid Monitor Attendant windows service must be restarted for the information to take effect. 
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Screenshot 47 – Folder scanner availability 

 

Checking queue 
 

1. Click Folder Scanner on the menu. 

2. Under the Queue tab, the list of email messages in the queue will be displayed. 

3. To perform filtering, fill in the filter parameters. 

4. To refresh the view, click Refresh . 

5. To delete an email message, select the checkbox and click Delete. 

6. To view an email message in detail, click on the first column. 
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Screenshot 48 – Folder scanner queue 

 

 
Screenshot 49 – Folder scanner queue entry 

 

Checking log 
 

1. Click Folder Scanner on the menu. 

2. Under the Logs tab, the list of log messages will be displayed. 

3. To perform filtering, fill in the filter parameters. 

4. To refresh the view, click Refresh . 

5. To delete a log entry, select the checkbox and click Delete. 

6. To view a log entry in detail, click on the first column. 
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Screenshot 50 – Folder scanner logs 
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Licensing 

Set license 
1. To set the licensing information, click License on the menu. 

2. Set the license key for Fluid Fax. 

3. Click Save to save the information. 

 
Screenshot 51 – License  
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Version 

View product version 
1. To view product version information, click Version on the menu. 

 
Screenshot 52 –Version information 
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Completed Faxes 

View completed faxes 
 

1. Click Completed Faxes on the menu. 

2. There are three tabs representing the different categories of completed faxes. 

·  Received Faxes – Faxes received successfully. 

·  Sent Faxes – Faxes sent successfully. 

·  Sent Failures – Faxes that failed to send after exhausting the retries. 

3. To perform filtering, fill in the filter parameters. 

4. To view the contents of a particular fax, click on the File column. 

5. To delete a fax, select the checkbox and click Delete. 

6. To resend a fax, select the checkbox and click Resend . 

7. To download the logs to a comma separated values (csv) file, click Download . 

 
Screenshot 53 – Completed faxes 
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Fax Monitor 

Lines monitor 
 

1. Click Fax Monitor on the menu followed by Lines tab. 

2. This screen shows the current activities of the fax devices. 

 
Screenshot 54 – Lines monitor 

 

Sending faxes 
 

1. Click Fax Monitor on the menu followed by Sending tab. 

2. To perform filtering, fill in the filter parameters. 



 

Fluid Fax Manual Fax Monitor ····  65 

 
Screenshot 55 – Faxes currently sending 

 

Faxes in queue 
 

1. Click Fax Monitor on the menu followed by Queue tab. 

2. To perform filtering, fill in the filter parameters. 

 
Screenshot 56 – Faxes in queue 
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Send Fax 

Fax sending methods 
 

Users can send out faxes by using the following means: 

·  Email clients such as Microsoft Outlook – Create an email and send to the computer 
where Fluid Fax is installed. The format of the recipient should be 
<faxnumber>@fluidfax.com where fluidfax.com is the domain that Fluid Fax’s internal 
SMTP is listening to. 

·  Web browser – User uses the Fluid Fax web interface to send out faxes. Users can 
choose multiple recipients from the list of contacts. 

·  Print to fax – User can use the Fluid Fax printer to print any documents and send as fax. 

 

Send fax using web interface 
 

1. Click Send Fax on the menu. 

2. The following screen appears. 

 
Screenshot 57 – Send fax 

Set the following information: 

·  Fax no.(s) – The list of fax numbers to send the fax to. Multiple fax numbers can be 
separated by “;”. 

·  Contacts – Click on Add  to select contacts / distribution lists. To remove the selected 
contacts / distribution lists, click Delete. 

·  Subject – The subject of the fax. 
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·  Content – The content of the fax. 

·  Attachment – The attachment of the fax. 

5. To manage selected contacts, click on Add  to add selected contacts and click Delete to remove 
selected contacts. 

6. Upon clicking of the Add icon, the following screen appears. 

 
Screenshot 58 – Select contacts 

7. This shows a list of contacts / distribution lists. A distribution list is denoted by a group icon 
beside its name. 

8. Use the Show Contacts list to switch between Global and Personal contacts. 

9. Select the contacts / distribution lists by selecting their checkboxes and click Select  to confirm. 

10. The list of selected contacts will appear in the Contacts section of the Send fax page. 

11. Click Send to send out the fax. 
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Change Password 

Change password 
 

1. To change your existing password, click Change Password on the menu. 

2. Set the following information: 

·  New Password – The new login password of the current user. 

·  Retype New Password – Key in the new login password of the current user again for 
confirmation. 

3. Click Save to save the information. 

 
Screenshot 59 – Change password 
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Logout 

Logout 
1. To logout, click Logout on the menu. 
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Installing Fluid Fax Client 

Overview 
 

Fluid Fax client when installed on a user’s desktop will create a Fluid Fax printer.  A user can then 
print any documents that they want to send as fax to the Fluid Fax printer.   

System Requirements 
 

Fluid Fax client can be installed on a computer that meets the following requirements: 

·  Windows 2000, XP, 2003, 2008, VISTA operating system. 

·  Microsoft dotnet Framework 2.0 

 

Installation Procedures 
 

NOTE: Before installing Fluid Fax, ensure that you are logged on as Administrator and that all the 
other Windows applications are closed. 

1. Double click the setup.exe installation program.  

2. The installation program will check for the following pre-requisite components on the computer: 

·  Microsoft Windows Installer 3.1 

3. The installation program will prompt for the installation of any missing pre-requisite components.  

4. After installation of the pre-requisite components, Fluid Fax Client setup wizard will be launched. 
Click Next  to continue.   



 

Fluid Fax Manual Installing Fluid Fax Client ····  71 

 
Screenshot 60 – Welcome screen 

5. The license agreement will be shown. If you accept the license agreement, click Next  to 
continue.  

 
Screenshot 61 – License agreement 
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6. Select the appropriate installation folder and click Next .  

 
Screenshot 62 – Select installation folder 

7. A confirmation screen will appear. To confirm the installation, click Next . 
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Screenshot 63 – Confirm installation 

8. A pop up will appear asking if you would like to configure the connection to the Fluid Fax server. 
Click OK if you would like to configure. 

 
Screenshot 64 – Configure connection to fax server prompt 

9. Please enter the following information. 

·  Fax Server – The machine name or IP address of the fax server 

·  Application Port – The web application port of the Fluid Fax server, the default is 7786 

·  Email Address – The user’s email address. The email address will be used to identify 
the user. 

 
Screenshot 65 – Configure connection to fax server  

10. After this, the installation will be complete. Fluid Fax Printer  is added to the Printers section. 
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Using Fluid Fax Client 

Configuration 
 

1. Go to Start Menu > Fluid Fax Client > Fluid Fax Client Configuration. 

2. Please enter the following information. 

·  Fax Server – The machine name or IP address of the fax server 

·  Application Port – The web application port of the Fluid Fax server, the default is 7786 

·  Email Address – The user’s email address. The email address will be used to identify 
the user. 

 
Screenshot 66 – Configure connection to fax server  

3. Click OK to save the information. 

 

Print to fax 
 

1. Open a document that you would like to send as fax. 

2. Click Print and then select Fluid Fax Printer . 

3. The Send Fax page will appear with the document uploaded as follows: 

4. The following screen appears. 
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Screenshot 67 – Send fax from Fluid Fax Client 

5. Set the following information: 

·  Fax no.(s) – The list of fax numbers to send the fax to. Multiple fax numbers can be 
separated by “;”. 

·  Contact Groups – The global fax contact groups specified. 

·  Contacts – Click on Select  to select individual contacts. To clear the selected contacts, 
click Clear . 

·  Subject – The subject of the fax. 

·  Content – The content of the fax. 

5. Click Send to send out the fax. 
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Troubleshooting 

Troubleshooting 
 

The following are the main sources of information available to users for troubleshooting: 

 

·  The manual – most issues can be solved by reading the manual. 

·  Contacting the Asprit technical support team by email at support@asprit.com.  

·  Contacting our technical support team by telephone. 

 

Email support 
 

The preferred way to contact the Asprit technical support team would be by email. You can send 
your email to support@asprit.com. We will answer your query within 24 hours or less depending 
on your time zone. 

Phone support 
 

You can contact the Asprit technical support team by phone. Please check our website for the 
correct numbers to call. 

 


