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Email Suite Setup

Introduction
In order to use the full email features of 4-Sight FAX v7.5, such as email-to-fax and email-forwarding, you 

must first configure and set up Email Suite on 4-Sight FAX. 

Install
Follow each step completely in order to correctly configure 4-Sight FAX for Email Suite functionality.

Check	
  Licensing
In order to enable the Email Suite, you must first have the correct license in order to access the Email Suite. 

From the 4-Sight FAX Server menu, select Setup  Licensing. From here, you can check to see if you are 

properly licensed. 

The Licensing dialog contains the detailed information at the very bottom of the window, under ‘Installation 

Info’:
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A marks the activation status of the license. The license must be activated in order to continue.

Note: If you are running 4-Sight Fax v7.0, the Licensing prompt will look a bit different, replacing “10 Web 

Client Users” with “10 Email Suite Users”. 

If this does not appear to be the case, contact support at support@softsinc.com. 

Set	
  up	
  Email
Now that we’ve ensured that the licensing portion is set up, now we have to set up the actual configuration 

of the features. Go to the menu of the 4-Sight FAX Server and select Setup  Email to set up the server 

information for sending and receiving email.

From here, you can set up your SMTP (the outgoing mail) server information, as well as enable Email 

Forwarding and Email to Fax. 

While you can set the “From email address” to be a bogus address, using a non-working email address 

means that users will have no way to reply to the email. 

Email Forwarding specifies the Subject Line of forwarded emails as well as allows enabling/disabling of 

functionality. The Subject Line (set as “New Fax - “ in the illustration) specifies what text to appear in the 

Subject of the email. Checking the “Plus fax subject” inserts the text into the Assign dialog for incoming 

faxes.
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Email to Fax specifies the POP (the incoming mail) server information and account information. To enable 

Email to Fax, check the box by Enable and fill in the server and account information for the email address 

which you would like to process Email to Fax. 

Note that an email account must exist on the server to allow receiving and sending of emails from an email 

address. If you are unfamiliar with ports, mail servers, or account IDs related to this setup, consult your IT 

professional or email support@softsinc.com for more information.

Set	
  up	
  Confirma7on	
  Emails
Next, you must configure the settings to what users will receive when they receive fax emails. From the 4-

Sight FAX Server, select Setup  Receipts. 

From here, enable receipt configuration by toggling the “On” button at the top and setting the settings to 

your liking.

Set	
  Up	
  User	
  Features	
  (Email	
  To	
  Fax,	
  Email	
  Forwarding)
Once you’ve completed the previous steps, your final step involves providing configuration for each user who 

will be using the email features. 
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To access the information for each user, go to Setup  Security Setup  User Setup and select a user you 

wish to change permissions and settings for.

Notice the center column which has a section entitled “Email Suite”. 

For each user intending to use the Email Suite, their settings must be changed to reflect the following:

If the user needs email forwarding enabled, check the box under “Enable email forwarding” and 

provide a forwarding and a From: email address. 

If the user needs email to fax enabled, check the box under “Enable email to fax” and provide email 

addresses that will send faxes to the server.

After completing these two sections, click OK at the bottom right to save and exit the settings.
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Tes7ng	
  the	
  Results
Now that we’ve completed the configuration on the Server side, it is now time to check the settings on the 

Client side. Open up 4-Sight FAX Client and begin to create and send a FAX. 

If you’ve completed the user setup for the Email Suite, the “Send As” drop-down box should now include 

“Fax & Email” as well as “Email”. 

To test the setup of the mail servers, send a FAX and check the receipt confirming the sending:
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The contents of this generated PDF will match the settings you outlined when defining the mail and receipt 

settings. You’re set to go!
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The Email Suite

Introduction
The 4-Sight FAX v7.5 Email Suite option extends the capabilities of the 4-Sight FAX product in several ways. 

Sending Emails from 4-Sight FAX Client
From within 4-Sight FAX Client, you have the option of sending the document as a FAX and email, or simply 

as an email. 

4-Sight FAX Client’s ‘Create a FAX’ page.

Use the Send As drop-down box to select ‘Fax & Email’ or ‘Email’ alongside the standard choices. 

Note that these may not appear and/or function correctly if the Setup Guide has not been completed.
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Email Forwarding
A user, if setup for the functionality, can have all of their faxes forwarded to their email accounts. All 

forwarded emails would arrive as PDF attachments to the notification email.

An example of email forwarding, with header information.

Email Confirmation of Sent Faxes
The 4-Sight FAX Server can also send confirmation faxes whenever a fax is sent to ensure its delivery. Like 

the Email Forwarding, the notification email arrives with the fax as a PDF attachment. 
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An example of fax notifications, with header information.

Email to FAX
New to 4-Sight FAX v7.5 is the email-to-FAX functionality. You can use email-to-FAX to send multiple 

attachments to multiple people via FAX, all with one email message.

Acceptable attachment formats are PDF, PNG, and TIFF. 

Note that you must be an accepted sender to the Email-to-Fax for this to work. If you are not sure, consult 

the Email Suite Setup Guide.
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The format of the email-to-fax’s header is as follows:

• To: Your FAX server email queue. This is the email address you defined in the FAX Server settings to 

receive faxes to get sent out.

• Subject: The subject of your cover letter, if applicable.

• Attachments: Send a PDF, PNG, or TIFF files as faxes. Multiple attachments are supported. 

The format of the email-to-fax’s body is as follows:

• [Recipient Name];[Company Name];[Recipient Fax] - The first line of every email-to-fax must 

contain the three items. Type them in, and put a semicolon (;) after each field. A semicolon is not 

needed at the last line. For example, the following recipients work:

President Barack Obama;The White House;555-555-5555

John Locke;The Island;555-555-5555

Jack Bauer;CTU Los Angeles;555-555-5555

• #[number]# - The second line denotes which cover page to include from the 4-Sight FAX Server. If 

you do not wish to use a cover page, simply type ## and do not include any of the additional steps. 

Use only numbers 1 through 14.

• [content] - Every line following the cover letter type will be included in the Comments section of the 

cover letter.

• ## - You must include this at the end of the email. This signals the end of the FAX email.

See the following section for examples.
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Email to FAX Examples

Example 1: A FAX to two recipients with no Cover Letter.

Example 2: A single recipient with Cover Letter 2 from the Server.
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Questions?
Questions or comments about this guide? Need clarification? Email support@softsinc.com with your 

comments or questions and we’ll be glad to help.
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