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Introduction 
This document covers how to use the CBTS Cloud vFax solution.  vFax is a faxing solution for businesses that no 
longer require a physical fax machine. vFax allows you to send and receive a fax over the internet using a portal 
or from email.   

 

Logging into the Portal 
To log into the portal use any web browser.  It should work with any current web browser. 

1. Go to the URL: https://viewmyfax.com/ 

2. You will be presented with a Customer Login section.  Type in your Username and Password, then click 
Login. 

 
3. If you have forgotten your password you can click on the Forget Password? link.  Then type in your login 

and email address.  You will receive an email to reset your password. 

 
 

 

  

https://viewmyfax.com/
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Navigating the Portal 
Once you are logged in you are ready to use the vFax service.  Here is an overview of the portal. 

 

1. At the top of every page will be a Quick Links dropdown.  This will be used to quickly go to another 
section. 

 
2. Next is the main navigation bar.  This will have the different areas you can go to including going back to 

the home screen. 

 
This main navigation area will also be where you can log out or see how many new messages you have. 

 
3. There is a side bar that will display other useful links. 
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Viewing Faxes 
Incoming 
If you have a new fax you will see notifications at in the top navigation bar and the right navigation bar. 

  

You can click on the Inbox link on the right navigation bar or you can click View Faxes from the top menu to go to 
your inbox. 

 

Once in the Inbox you will see a list of your faxes.  You will have 4 actions next to each fax.  They are to Download, 
Forward, Move to a folder, or Delete. 

 

There is also a checkmark box next to each one.  These checkmark boxes work with the actions dropdown below 
the list.  This will make it easier to move or delete multiple faxes at a time instead of doing them individually. 

 

When you choose to move a fax to a folder you will get a screen asking you to select the folder to move it to or to 
create a new folder. 
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Sent 
To view the faxes you have sent click on the Sent link on the right side navigation or from the top menu. 

  

This will give a list of the faxes you have sent.  The only options available will be to download or delete.   

 

This list will also let you know if a fax was sent successfully or if it failed.  If it failed then it will give you a reason for 
the failure. 
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Send a Fax 
Faxes may be sent in JPG, PDF, Adobe PostScript, TIFF, Microsoft Word, Excel, CSV, HTML & Plain Text formats.  The 
maximum file size is 50 MB.   

If you send the same fax multiple times to the same recipient, the system will flag them as duplicates and not send 
them.  If you need to resend a fax because the recipient didn’t receive it then make sure to alter the file name 
slightly. 

Send using the Portal 
To send a fax using the portal choose the option in the top or right menus labeled Send a Fax. 

  

The first thing you will get asked is to provide a phone number for where the fax should be sent to.  You can type 
in the phone number, choose from a recent number that was sent to, or from your contacts.  Once you have 
selected the number click on the green plus icon  to proceed. 

 

Below that form will appear the number you selected.  You can add another number if you desire or remove that 
number if necessary.  Below that will be a box to choose the fax number you wish to send from.  This is important if 
you have more than one fax number.  Once you have chosen which fax number you want to send from click the 
continue button. 

 

Next you will be asked to add the file you wish to fax.  You will have these options: 

• Office-style online editor – this option gives you a box with editing tools for composing a fax message 
from scratch. 

• Upload your own file – this option is for choosing a file from your computer. 

• Cover page creator – this option will give you some fields to fill out for creating a cover page. 
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You can add multiple files while creating the Fax.  Once the files have been added you will get shown a list of the 
files. 

 

Once you are ready you can send the Fax. 

 

If you start a Fax and leave the screen without sending, it will not be lost. On the main Send a Fax screen will list 
Pending (draft) faxes.  You can choose to delete the fax or view the fax which will then put you back to where 
you can finish editing/sending.  

 

 

Send using Email 
You can send a fax using email and don’t need to use the portal if you desire.  The email address must be 
authorized through the portal prior to trying to sending.  To authorize an email in the portal go to the Fax from 
Emails link on the right navigation. 
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You can now add or remove email addresses you would like to be able to send faxes via email. 

 

Create a new email with the following information: 

To: type in the phone number you want to send to with @emailyourfax.com (ex: 5135551212@emailyourfax.com) 

Subject: Put in the fax number you want to send from (no spaces or special characters) 

Body:  The body should be left blank 

Attach to the email any files you want to send in the fax. 

 

Send the email and vFax will turn it into a Fax message to the phone number in the “To” field. 
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My Fax Numbers 
To view your Fax Numbers either click on the Fax Numbers option on the top menu or the My Fax Numbers on the 
right menu. 

  

This page will list the fax numbers on your account.   

 

It will also list what the email address is that will receive any faxes for that number.  You can only have one email 
address per number to receive the faxes.  If multiple people need to see all incoming faxes for a number then you 
are best to set up a group email as the recipient.   

My Contacts 
For numbers you send faxes to frequently, you can add them to My Contacts to save time on looking them up 
later. 

To access or edit your contacts in vFax click on either My Contacts in the top navigation or on the side navigation. 

  

You will have a list of your contacts and below that a section for adding new contacts. 
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Support 
If you have an issue or a question you can contact support by using the Support options on the top and right 
menu. 

  

The support page will give links for FAQs that may answer your question, a link for changing your password, and a 
link for changing the name associated to the account.  If these options don’t resolve your issue then you can fill 
out the form which will go to support.  Make sure you include a phone number if you want to be called back. 

 

If you would prefer to contact technical support by phone, you can call 1-888-638-1699 or (513) 397-2867.  Support 
is available 24/7/365. 
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