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Overview 

This user guide is to be used with the MyNetFone Business Virtual Fax service. 

Fax may be a legacy technology, but it is one that many organisations still heavily rely on today. It is a medium 

that provides more authority and legal enforcement for the delivery of documents. 

The Virtual Fax service is hosted in the cloud, providing you a smarter and more productive way to fax without 

the need of bulky old fax machines or downloading of any programs. Your fax communications are sent and 

received as PDF documents delivered directly to your email for easy access. 

 

 

Process of sending and receiving faxes. 
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Virtual Fax portal 

The benefit of the Virtual Fax portal is that it can be used anywhere, from any device with an internet 

ŎƻƴƴŜŎǘƛƻƴΦ {ƻ ŜǾŜƴ ƛŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ȅƻǳǊ ŎƻƳǇǳǘŜǊΣ ȅƻǳ Ŏŀƴ ǎǘƛƭƭ Ŝŀǎƛƭȅ ǎŜƴŘ ƻǳǘ ŦŀȄŜǎΦ 

 

System requirements 

Browsers supported: 

ω Internet Explorer 8.0+ 

ω Chrome 12.0+ 

ω FireFox 13.0+ 

ω Opera 15.0+ 

ω Safari 5.0+ 

 

Functionality 

The current release of the fax portal only allows you to send faxes.  

Incoming faxes are delivered to you via email only and cannot be viewed on the portal. 

 

Account creation 

After ordering the Virtual Fax service from MyNetFone, your account will be setup by our team and you will 

receive an email with your Virtual Fax user credentials. 
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Using the fax portal 

Portal login 

1. Access your fax portal, by clicking on the following link: 

2. https://fax02.faxnow.com.au/Client/App.html  

3. Enter your username and password, which have been sent to you via email.  

4. hǇǘƛƻƴŀƭΥ ǘƘŜ ǳǎŜǊƴŀƳŜ Ŏŀƴ ōŜ ǎŀǾŜŘ ŦƻǊ ŦǳǘǳǊŜ ƭƻƎƛƴǎ ōȅ ǎŜƭŜŎǘƛƴƎ ǘƘŜ ΨwŜƳŜƳōŜǊ aŜΩ ŎƘŜŎƪ ōƻȄ 

under the password field. 

5. /ƭƛŎƪ ǘƘŜ Ψ{ƛƎƴ ƛƴΩ ōǳǘǘƻƴΦ 

6. LŦ ȅƻǳ ƘŀǾŜ ŦƻǊƎƻǘǘŜƴ ȅƻǳǊ ǇŀǎǎǿƻǊŘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά¦ǇŘŀǘŜ tŀǎǎǿƻǊŘέ ƭƛƴƪΦ tƭŜŀǎŜ ǊŜŦŜǊ ǘƻ ǘƘŜ 

Ψ!ŎŎƻǳƴǘ ƳŀƴŀƎŜƳŜƴǘΩ ǎŜŎǘƛƻƴ ƻƴ ǇŀƎŜ мфΦ 

 

 

Fax portal login screen 

  

  

https://fax02.faxnow.com.au/Client/App.html
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Sending a fax 

Once logged in, you will see the main portal screen. 

Here you can: 

ω Send faxes to one or multiple fax contacts 

ω Add and remove recipients manually or from the contact lists 

ω Provide additional information 

 

 

Fax portal main screen 

 

To add new recipients: 

1. ¦ǎŜ ǘƘŜ άҌ !ŘŘ wŜŎƛǇƛŜƴǘέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǘƻǇ right corner of main screen.  

2. Enter recipient fax numbers ς these should be full numbers including the area codes. 

3. For international numbers ǇƭŜŀǎŜ ǳǎŜ ǘƘŜ Ŧǳƭƭ ǇǊŜŦƛȄ άллммέ ƛƴǎǘŜŀŘ ƻŦ ǘƘŜ άҌέ ǎȅƳōƻƭ.  E.g. to 

send a fax to the UK (+44xxxxxxx), the fax number would be 001144xxxxxxx. 
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To add existing contacts as recipients: 

1. ¦ǎŜ ǘƘŜ άҌ /ƻƴǘŀŎǘǎέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǘƻǇ ƭŜŦǘ ŎƻǊƴŜǊ ŀǊŜŀΦ 

2. 2 contact lists are provided: 

ς Shared contact list  

ς Private contact list 

1. Select the required contact list in the drop-down menu in top right corner. 

2. ¢ƛŎƪ ǘƘŜ ǊŜƭŜǾŀƴǘ ŎƻƴǘŀŎǘǎ ƛƴ ǘƘŜ ƭƛǎǘ ŀƴŘ ŎƭƛŎƪ ΨhƪΩΦ 

3. If your account has multiple users, you will only be able to modify your own private contact list. 

The management of contact ƭƛǎǘǎ ƛǎ ŎƻǾŜǊŜŘ ƛƴ ƳƻǊŜ ŘŜǘŀƛƭ ƛƴ ǘƘŜ ΨCŀȄ tƻǊǘŀƭ ŎƻƴǘŀŎǘ ƭƛǎǘǎΩ ǎŜŎǘƛƻƴ 

on page 16. 

4. CǊƻƳ ǘƘŜ ŎƻƴǘŀŎǘ ƭƛǎǘΣ ǎŜƭŜŎǘ ƻƴŜ ƻǊ ƳǳƭǘƛǇƭŜ ŎƻƴǘŀŎǘǎ ŀǎ ǊŜŎƛǇƛŜƴǘǎ ŦƻǊ ŀ ŦŀȄΦ /ƭƛŎƪ ΨhYΩΦ 
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Fax view options tab  

The fax tab, located on the bottom half of the page, allows you to attach and edit documents within the fax 

portal. 

 

 
Save button - saves your fax document on your computer as a TIF file. 

 
Print button - print to a network or local printer. 

 Attach button - attach a document for faxing. 

 
Trash button - deletes the selected attachment. 

 
Rotate left button - rotates attached document 90 degrees counter-clockwise. 

 
Flip button - rotates attached document 180 degrees. 

 
Rotate right button - rotates attached document 90 degrees clockwise. 

 
Fit to width button - zooms document to the width of the portal screen. 

 
Zoom actual size button - zooms document to actual size. 

 
Fit to page button - zooms document to see the entire document page without 
scrolling. 

 
Zoom in button - zooms document in. 

 
Zoom out button - zooms document out. 
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Saving a fax 

  

¢ƘŜ Ψ{ŀǾŜΩ ƛŎƻƴ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǎŀǾŜ ŎƻƴǾŜǊǘŜŘ ŦŀȄ ŘƻŎǳƳŜƴǘǎ ǘƻ ȅƻǳǊ ŎƻƳǇǳǘŜǊ ƻǊ ƳƻōƛƭŜ 
device.   

Note: saving fax documents will not save the cover page content or fax recipient 
information. 

 

Printing documents 

 

¢ƘŜ ΨtǊƛƴǘΩ ƛŎƻƴ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǇǊƛƴǘ ŦŀȄ ŘƻŎǳƳŜƴǘǎ ǘƻ ŀ ƭƻŎŀƭ ƻǊ ǊŜƳƻǘŜ ǇǊƛƴǘŜǊΦ   

Note: printing fax documents will not include the cover page content or fax recipient 
information. 

 

Attaching files from web browser 

 

You can attach files by using the paperclip icon.   

The files that you can attach are RTF, TXT, PDF, DOC, DOCX, Excel file formats, and TIF 
image files. 

 

To attach a file: 

1. /ƭƛŎƪ ƻƴ ǘƘŜ ǇŀǇŜǊŎƭƛǇ Ψ!ǘǘŀŎƘΩ ƛŎƻƴΦ 

2. /ƭƛŎƪ Ψ.ǊƻǿǎŜΩΦ 

 

 

3. Lƴ ǘƘŜ ŦƛƭŜ ōǊƻǿǎŜǊΣ ǎŜƭŜŎǘ ǘƘŜ ŘƻŎǳƳŜƴǘ ȅƻǳ ǿƛǎƘ ǘƻ ŀǘǘŀŎƘΦ /ƭƛŎƪ ΨhǇŜƴΩ ǘƻ ŀǘǘŀŎƘ ǘƘŜ ŦƛƭŜΦ 
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4. /ƘŜŎƪ ǘƘŀǘ ǘƘŜ ŦƛƭŜ ƴŀƳŜ ƛǎ ŎƻǊǊŜŎǘΦ  ¢ƘŜƴ ŎƭƛŎƪ ǘƘŜ Ψ¦ǇƭƻŀŘ ŦƻǊ /ƻƴǾŜǊǎƛƻƴΩ ōǳǘǘƻƴΦ 

 

 

5. A dialog will pop up showing the progress of the document conversion to a fax sending format. 
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6. Once the document has been converted it will be displayed in the fax view window. To attach more 

documents, repeat this process.  

 

  

Fax document zoom and rotation  

You can rotate and change the zoom of the converted documents in the fax view window.   

1. Select the page by clicking on the converted document or select multiple pages by holding down the 

CTRL button on your keyboard and clicking on multiple documents.   

2. Selected page(s) will be outlined in red and the non-selected page(s) will be outlined in blue. 

3. Selected documents can be rotated right (clockwise)  , rotated left (counter-clockwise)  or 

flipped vertically  by using the icons on the fax view window. 

4. Change the document page view by using the zoom options.  You can manually zoom in  or zoom 

out  or fit to page , fit to width , or zoom to actual size . 
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Deleting attached fax documents 

1. To delete a document, select the page you wish to delete in the fax view window.   

2. Click on the delete icon  

3. /ƭƛŎƪ Ψ¸ŜǎΩ ǘƻ ŎƻƴŦƛǊƳ ȅƻǳǊ ŦƛƭŜ ŘŜƭŜǘƛƻƴ ƻǊ ŎƭƛŎƪ ΨbƻΩ ǘƻ ŎŀƴŎŜƭΦ 

 

 

4. Once deleted, the page will no longer be shown in the fax view window. 

  

Cover page  

All faxes include a mandatory cover page. The cover page identifies the sender and the subject of the fax. 

The fields included on the cover page are indicated below.   

 

 

A default cover page is included with the Virtual Fax service. Custom cover page templates can be requested 

from the MyNetFone Business Sales team on 1300 733 995 (charges apply).  

 

/ƻǾŜǊ ǇŀƎŜ ΨCǊƻƳΥΩ 

/ƻǾŜǊ ǇŀƎŜ ΨSubjectΥΩ 
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Lƴ ŀŘŘƛǘƛƻƴΣ ȅƻǳ Ŏŀƴ ŀƭǎƻ ŀŘŘ ǘŜȄǘ ǳƴŘŜǊ ǘƘŜ Ψ/ƻǾŜǊΩ ǘŀōΣ ǿƘƛŎƘ ǿƛƭƭ ōŜ Řƛsplayed in the body of the cover page. 

 

  

Example fax with included text:  

 

 

 

  

 

 

 

The details tab allows you to add additional information about the fax, like a billing code for example.  

 

  

Sending the fax 

Once you have attached your document(s) and added your optional cover page text and details, you are ready 

to send your fax.   

/ƭƛŎƪ ƻƴ ǘƘŜ Ψ{ŜƴŘ CŀȄΩ ōǳǘǘƻƴ ǘƻ ǎŜƴŘ ȅƻǳǊ ŦŀȄΦ  

 

 If you have forgotten to attach any documents, you will receive an error advising you to include some content. 
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Sent fax notifications 

If your account is setup to receive sent fax notifications, you will receive a notice of success or failure to your 

email address.  

To setup fax notification, please contact MyNetFone on 1300 733 995 and press 4 for the Provisioning team. 

A single address notification looks like this:   

 

A notice will also be provided for fax delivery failures. Please read any failure notices to help diagnose and 

ǊŜǎƻƭǾŜ ǘƘŜ ŘŜƭƛǾŜǊȅ ƛǎǎǳŜΦ wŜŦŜǊ ǘƻ ǘƘŜ Ψ¢ǊƻǳōƭŜǎƘƻƻǘƛƴƎ ŦŀȄ ŦŀƛƭǳǊŜΩ ǎŜŎǘƛƻƴ ƻƴ ǇŀƎŜ нтΦ 
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Contact lists 

Contact list features 

The contact list provides the following features: 

¶ Public shared list per company 

¶ Private list per user 

¶ Add, modify or delete contacts 

¶ Import and export contact lists 

¶ A local browser-based contact search 

 

Search function 

The search function located near the top left of the contact list will filter the contacts based on the text you 

input into the search bar. The drop-down menu next to the search bar gives you the option of searching 

specific fields or all fields.  

 

View contacts 

Two contact lists are provided: 

¶ Shared contact list ς shared between users within an organisation  

¶ Private contact list ς your own personal contact list 

You will only be able to modify your own private contact list. 

¢ƻ ǾƛŜǿ ŀ ƭƛǎǘΣ ǎŜƭŜŎǘ ŜƛǘƘŜǊ Ψ{ƘŀǊŜŘΩ ƻǊ ΨtǊƛǾŀǘŜΩ ƛƴ ǘƘŜ ŘǊƻǇŘƻǿƴ ƳŜƴǳ ƛƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ ŎƻƴǘŀŎǘǎ 

list. 
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 Common keyboard actions for contact lists: 

¶ Ψ9ǎŎŀǇŜΩ ƪŜȅ ǿƛƭƭ ŎƭƻǎŜ ǘƘŜ ŘƛŀƭƻƎ 

¶ Ψ¢ŀōΩ ƪŜȅ Ŏŀƴ ōŜ ǳǎŜŘ ǘƻ ǎǿƛǘŎƘ ŦƛŜƭŘǎ 

¶ Ψ{ǇŀŎŜōŀǊΩ ǿƛƭƭ ǎŜƭŜŎǘ ŀ ǇƘƻƴŜ ōƻƻƪ ŜƴǘǊȅ  

¶ Ψ/ǳǊǎƻǊ ¦ǇΩ ƻǊ Ψ/ǳǊǎƻǊ 5ƻǿƴΩ ǿƛƭƭ ǎŎǊƻƭƭ ǳǇ ƻǊ Řƻǿƴ ǘƘŜ ŎƻƴǘŀŎǘ [ƛǎǘ ǿƛƴŘƻǿ  

¶ Ψ/ǳǊǎƻǊ wƛƎƘǘΩ ƻǊ Ψ/ǳǊǎƻǊ [ŜŦǘΩ ǿƛƭƭ ǎŎǊƻƭƭ ǘƘŜ ŎƻƴǘŀŎǘ [ƛǎǘ ǊƛƎƘǘ ƻǊ ƭŜŦǘ 

 

Edit contacts 

Contacts can be edited if they are from your private contact list. 

wŜǉǳƛǊŜŘ ŦƛŜƭŘǎ ŀǊŜ ŎƻƴǘŀŎǘ ΨbŀƳŜΩ ŀƴŘ ΨCŀȄΩ ƴǳƳōŜǊΦ 

All other fields are optional, but are useful for grouping contacts when using the contact search functionality. 
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Import and export contacts 

Importing contacts 

Typically, a CSV file should be used as the source for importing contacts. A CSV file can be created in various 

programs, for example Microsoft Excel.  

 

The first row of the CSV file should have the following headings: 

¶ ΨbŀƳŜΩ ŀƴŘ ΨCŀȄbǳƳōŜǊΩ ŦƛŜƭŘǎ ŀǊŜ Ƴŀƴdatory to be able to send a fax to the contact 

¶ The rest of the fields listed below are optional 

Name CellPhone State 

JobTitle Email PostalCode 

Company Address1 Country 

OfficePhone Address2 Notes 

FaxNumber City  

 

To import a contact list: 

1. Click on the import button located on the bottom center of the contacts list 

2. /ƭƛŎƪ ƻƴ ǘƘŜ Ψ/ƘƻƻǎŜ ŦƛƭŜΩ ōǳǘǘƻƴ ŀƴŘ ǳǎŜ ǘƘŜ ƭƻŎŀƭ ŦƛƭŜ ōǊƻǿǎŜǊ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ŦƛƭŜ ǘƻ ƛƳǇƻǊǘ 

 

 

3. hƴŎŜ ǘƘŜ ŦƛƭŜ ƛǎ ǎŜƭŜŎǘŜŘΣ ŎƭƛŎƪ Ψ¦ǇƭƻŀŘΩΦ 
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4. You will be prompted to match the contact fields.  You will be able to match the imported contact 

fields from the header of the CSV file to any of the fields in the fax portal. 

 

5. hƴŎŜ ŀƭƭ ǊŜƭŜǾŀƴǘ ŦƛŜƭŘǎ ŀǊŜ ƳŀǘŎƘŜŘΣ ŎƭƛŎƪ ΨLƳǇƻǊǘΩΦ 

 

Account management 

For each fax account, there are 2 email addresses: 

¶ Inbound fax address 

¶ Registered address 

The inbound fax email address can be shared with multiple users (like a drop box or shared email account). 

The registered email address should be managed by the actual account holder. This is because the password 

reset link will only be sent to the registered address. 

 

Change / reset fax portal password 

hƴ ǘƘŜ ƭƻƎƛƴ ǇŀƎŜ ƻŦ ǘƘŜ ŦŀȄ ǇƻǊǘŀƭΣ ǘƘŜǊŜ ƛǎ ŀƴ Ψ¦ǇŘŀǘŜ tŀǎǎǿƻǊŘΩ ƭƛƴƪ ƭƻŎŀǘŜŘ ƻƴ ǘƘŜ ǊƛƎƘǘ ǳƴŘŜǊ ǘƘŜ ǳǎŜǊƴŀƳŜ 

field. 
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1. Click on this link and then enter your username to reset/change the password.  

Note: Usernames are typically in the format of FAX{NUMBER}, ie FAX0361667271 

 

2. !ŦǘŜǊ ȅƻǳ ƘŀǾŜ ŜƴǘŜǊŜŘ ǘƘŜ ǳǎŜǊƴŀƳŜΣ ŎƭƛŎƪ ǘƘŜ Ψ{ǳōƳƛǘΩ ōǳǘǘƻƴΦ  

3. The password reset link will be sent to your registered email address. 

4. Dƻ ǘƻ ȅƻǳǊ ŜƳŀƛƭ ƛƴōƻȄΣ ƻǇŜƴ ǘƘŜ ŜƳŀƛƭ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨwŜǎŜǘ tŀǎǎǿƻǊŘΩ ƭƛƴƪΦ 

Example email: 
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5. The link will open in a new web page where you can enter a new password.  

 

 

bƻǘŜΥ Lǘ ƛǎ ǘƘŜ ŀŎŎƻǳƴǘ ƘƻƭŘŜǊΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ƳŀƴŀƎŜ ǘƘŜ distribution of any new passwords within the 

organisation if required. 

 

Update the registered email address 

If you would like to change the registered email address, please contact MyNetFone Business Technical 

Support on 1300 887 899. 

 

  














