Vfax Instructions

There are two ways to access and use the Vfax service
1. Is to use the Vfax software on your Windows PC (available only with windows) or
2. Using the Vfax web portal

With either service you will need a Vfax username and password beforehand
Sending faxes using Vfax software

Open Vfax software and log into your account

Click File (upper left of page)

Click Send a fax

Enter the desired fax number (note there is a address book you can start filling out here)
Under File name click the Browse option (add a second file is needed)

Find the desired file on your PC and upload

Click the optional cover page box if you wish and fill out this data

Click OK to send the fax

Sending Faxes using the Vfax web portal 

Log into your Vfax web portal at “www.wiewmyfax.com”

Click Send a fax
Enter the fax number (upper box) or select one from your history list (lower box)

Click the Green + icon next to the upper box

Click continue

Click Upload your own file
Browse for the desired file

Click upload file
Once uploaded press Send Fax

Cover page using Viewmyfax.com

Log into your Vfax web portal at “www.viewmyfax.com”

Click Send a Fax
Fill in the fax number in the appropriate box
Click Continue 

Click Cover page creator
Fill in the data as desired and upload the desired file

