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Batch Faxing from IBSWIN 
 
IBSWIN provides a simple way to batch fax Work Orders and Options PO’s to your subcontractors.   
Although there are only a few minor setup requirements in IBSWIN, the initial setup of Zetafax can be 
tricky especially over a network or in a Citrix/Terminal Services environment. The purpose of this 
document is to guide you through the installation and basic setup and configuration of Zetafax for use 
with IBSWIN. There are many other useful features in Zetafax that are outside the scope of this manual. 
For additional information on any of the sections of this user guide please refer to the Zetafax 
documentation that came with your software. 
 

Note: Out of the box Zetafax allows one modem to be configured for faxing with up to 5 users/workstations to fax 
from that one modem. 

 
 

Table of Contents 
 
Installing Zetafax                                                                                                  2 

 

Configur ing Zetafax                            2 

Setting up your  Modem   2 

 
 Setting up Multiple Workstations                                               3 
 

  Creating Multiple Users                           3 
  Setting up a Workstation                           3  

Configur ing the Client Workstation                         3  

 
IBSWIN Setup and Configuration       4 

 

Configur ing Fax Modem Com Port   4 
Subcontractor  Fax Numbers     4 

 
Batch Faxing from within IBSWIN       5 

 

 
 
APPENDIX 1 – Using Zetafax in an application server environment  6 

 

 
APPENDIX 2 – Zetafax with terminal services & Citrix Metaframe  8 



IBSWIN Batch Fax – Quick Setup & User Guide  

  2 

Installing Zetafax 
 
The initial installation of Zetafax is the same whether you 
are using it on one computer or on multiple workstations. 
 
When choosing the computer from where you will fax 
make sure that it has a dialup fax modem installed with a 
phone connection. This will need to have the fax server 
software installed on it will be known as the Zetafax 
server. 
 
To begin the installation process, insert the Zetafax CD 
and wait for the main installation screen to open. If it 
does not open automatically go to Star t: Run: Browse in 
windows and select the CD drive to run the runme.exe 
file. When given the option select to install Zetafax. The screen pictured (right) will open. Install the fax 
server using the Full Server Installation option. Then continue through the installation screens and enter 
your license and contact details, etc, as prompted. Please refer to the Zetafax Software Guide (pages 24-
37) for assistance. 
 
 
 

Configuring Zetafax 
 
Next you will need to configure any network printers or 
fax modems for use with Zetafax. You may be prompted 
to do this during the initial installation otherwise you can 
do this from Star t: Programs: Zetafax: Zetafax 
Configuration within in windows. This menu item will 
only be available on the computer designated as the 
Zetafax server. 

 
Setting up your  Modem 
 

To setup your modem select Add Device in the configuration screen pictured on the previous page. A 
window will open listing your currently configured devices at the bottom and a drop down list at the 
top. To add a modem select the drop down list and pick the modem applicable for your Zetafax server. 
Once you select the applicable modem a new window will open where you can enter additional about 
your modem including the Com Port. 
 

Note:  If you do not know which modem is installed in your computer and on which com port you can find out 
by going to the control panel in Windows and selecting Phones &  Modems. Under the Modems tab it will 
display the modem name and next to it the port. If you cannot find your modem in the drop down list then 
select the Gener ic Class 1 or  2 fax modem. 
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Setting up Multiple Workstations 
 
To setup multiple workstations for use with Zetafax you will first need to create additional user accounts 
on the Zetafax server, run the client setup files from the workstation/s, and finally configure the 
workstation/s for faxing. These steps are outlined below.  
 
 

Creating Multiple Users   
 
In the main configuration screen (pictured on the previous page and found under Setup: Programs: 
Zetafax: Zetafax Configuration in windows) select Add User . Then, when prompted, enter the user 
name to be used for the new account. After selecting OK you will be forwarded to the user setup screen 
where you will need to enter the full name of the user. No other settings need be altered. 
 
 

Setting up a Workstation 
 
To set up a workstation you will need to map the ZFAX directory (C:\ZFAX by default) from the Zetafax 
server to the new workstation and assign it a drive letter. Please call your system administrator for 
assistance. Once a drive has been assigned this drive should contain the following Folders: Request, 
Server, System, and Users. If these are visible then you are ready to run the Workstation Setup program.  
 
Once the mapping is complete, run Wksetup.exe located in 
* :\ZFAX\SYSTEM\ from each workstation (with *  being the drive 
letter pointing to the Zetafax server).  You will then be greeted with 
the menu pictured to the right. Select Install client to continue and 
when prompted enter the network path for the ZFAX directory on 
the server. Please ask your network administrator for assistance.  
 
Upon completion you will be returned to the 
main menu. From here you will be able to 
configure the client installation.  

 
 
Configuring the Client Workstation  
 
If you have just completed the client installation you will already have the client setup menu open, 
otherwise go to Star t: Programs: Zetafax: Workstation Setup in windows. Select the Edit 
configuration option. You will then be presented with three options to determine the user name to be 
used on this workstation. Select the third option Neither  of the above and enter the user name that was 
setup for this workstation on the Zetafax server and follow the prompts without making any changes. Exit 
the client setup menu once you return to it. 
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IBSWIN Setup and Configuration 
 
Configuring the Fax Modem Com Port 
 
The first item to configure in IBSWIN is the modem port. By 
going to Setup: Setup Users: Edit and then selecting the 
General tab you will be able to enter in the port number under 
which your modem is configured and also enter any Dial Out 
Prefix if you have one. 
 

Note:  If you do not know which port your modem is connected to 
you can find out by going to your control panel (in Windows) and 
selecting Phones &  Modems. Under the Modems Tab it will tell the 
which Com port your modem is connected to. 

 
 
Subcontractor Fax Numbers  
 
IBSWIN has a database of subcontractors with whom 
you do business with. In order for Batch Faxing to work 
correctly you will need to make sure that the fax 
number of each subcontractor is entered correctly. 
  
To add, change, delete, or list all the subcontractors on 
file, choose Setup: Subcontractors and select whether 
you want it sorted by Name or Trade sequence. Then 
enter the details as needed. For more information on the 
subcontractor screen and its importance please refer to 
our Setup and Configuration User Guide. 
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Batch Faxing from within IBSWIN 
 
Before attempting to fax from IBSWIN you need to make sure that you have the Zetafax Client software 
running from the workstation, and the Zetafax Server application running from the appropriate computer. 
You cannot fax without these programs running in the background. 
 
Sending faxes from within IBSWIN is as simple as printing any of 
the reports included in our system, however batch faxing is only 
available in the Options Plus and Customer Service modules.  
 
When going the main menu of either module you will see that the 
last menu item is dedicated to the batch faxing. From Options you 
can fax your Options P.O.’s and from Customer Service your 
Work Orders. Selecting either of these will open the window 
pictured to the right. Here you are offered various options to 
narrow down your list of subcontractors to fax to.  
 
Once you have selected your criteria click on OK and for a new 
window to open. Listed will be a list of subcontractors based on 
your criteria. Select the P.O.’s or Work Orders to be faxed by 
checking the appropriate field in the Fax I t column. When you 
have completed your selection, select the Fax button. The printing 
dialogue box will now open. 
 
Before printing make sure that you select the 
Zetafax Printer using the properties button 
before hitting OK. Once a fax has been sent 
the send date will be recorded in the Last Sent 
column. 
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Appendix #1 
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APPENDIX 2 - Zetafax with terminal services & Citrix Metaframe 
 
This Zetafax technical note applies to: 
Zetafax 7.00.0.26  
Windows 2000 server (including the Citrix Metaframe 1.8/XP add-ons)  
 
Summary 
 

This document details how to deploy Zetafax in a Windows 2000 terminal services application server 
environment, and gives details of configuring Zetafax when using the Zetafax client and application 
within the terminal session.  
 

Note: Equisys do not recommend that the Zetafax server program is installed and run on the application services 
computer, but rather on a separate computer accessible via a network share. 

 
More information 
 

The Zetafax client can be configured so that users can print, address and send a fax from an application in 
a terminal services session using the Zetafax client in the same session. Once the Zetafax server has been 
installed and configured on a computer, it must be updated using the terminal services client update 
(ZFW2KTS_700343.EXE). This is available on the Equisys web site www.equisys.com/updates as a 
separate download for Zetafax 7 users. 
 
Once the update has been applied you must install the Zetafax client on the terminal services server so that 
the Zetafax printer is available in the terminal session for users to Print to Fax. 
 
Installing the Zetafax Client: 

1. Log onto the application server as the network administrator and run wksetup.exe from the 
* :\ZFAX\SYSTEM\ directory where *  is the mapped drive where the Zetafax files are installed. 

2. Select Install client - standard setting and click OK. 
3. You may now be presented with a dialog box asking whether you want the setting changes to apply 

to all users or just the user you are currently logged on as, click Yes so that all users will be able to 
use the Zetafax client. If you are not presented with a dialog box the install will automatically apply 
to all users. Confirm the path to the source files and the default target by clicking OK. 

4. The Zetafax printer and Zetafax program group will now be installed and be available to all users 
that have Zetafax user accounts. 

 
Testing the installation: 

1. Start a terminal services client session, logging on as a user with a valid Zetafax account. 
2. Browse to the printers folder in the terminal session, highlight the Zetafax printer and go to File: 

Proper ties, then print a test page. 
3. The addressing dialog box will popup and the Zetafax client should be started once the spooling has 

been completed, address the fax with a test fax number, confirm the options and then send. 
 

Note: if you have any problems please refer to the troubleshooting section of this technical note. (see next page) 
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How it works: 
 

When the Zetafax client is installed on a standard Windows workstation, each user gets their own (local) 
installation of the Zetafax printer, which they can use to send documents to their (local) Zetafax client. In 
an application server environment the situation is different. The Zetafax printer is installed on the 
application server and although any user in a terminal session can print to the printer, the printer process 
itself runs on the server, rather than in the user©s session. The printer therefore has no direct way of 
communicating with the user©s Zetafax client, or of working out which directory to print it©s output file to. 
 
To solve this problem we install a ©daemon© process, which is added to every users start-up group so that it 
will always be running in any terminal session. The Zetafax printer is able to communicate with the 
daemon for the terminal session that requested the print job. The daemon in turn launches a control 
program in the user©s session, which determines the correct directory for the print job and launches the 
Zetafax client for addressing if required. The printer prints to the user©s individual ©temp© directory. This 
setting should not be changed under normal circumstances. 
 
 
Troubleshooting 
 

Is embedded addressing supported with terminal services? 
The embedded addressing feature is not supported with the Zetafax printer within a terminal session, 
however is supported in terminal services mixed mode. See the ‘References’  section below to enable this. 
 
When using Zetafax within terminal services how do I  install the office addins? 
If users wish to install the Zetafax office addins, each user then needs to install them by following the 
instructions in the Word document titled ‘ Installing the Zetafax Office Addins’ . This document can be 
found in the Zetafax program group. 
 
When I  pr int a document to the Zetafax pr inter  I  do not get the Zetafax addressing dialog box, even 
if the Zetafax client is running? 
On printing the document to the Zetafax printer you should be presented with the Zetafax addressing 
dialog box, if not, this may be due to the ‘daemon’  process not running in the terminal session. To check 
for this, start Task Manager and check to see if ZFDAEMON.EXE is listed in the current processes. If it is 
not running then copy zfax\SYSTEM\I386\ZFDAEMON.EXE to the ‘All users’  startup group and restart 
the session. 
 
For further information, troubleshooting, or tech notes on running Zetafax in a Citrix/Terminal Services 
environment follow the links below or contact Equisys customer support for assistance: 
 
ht t p: / / www. zet af ax. com/ t eknot es/ ZTN1132. ht m 
 
ht t p: / / www. zet af ax. com/ t eknot es/ zt n1149. ht m 


