
 
 
 
 
 

 
 
 
 

 
 

 
 
 

HOW TO SEND A FAX USING 
EMAIL2FAX 



- Create the document that needs to be faxed 
 

 
 

- click on the file tab at the top of the page 
- select send to 
- select Mail Recipient (as attachment) 

 

 



 
- Enter the recipient’s fax number followed by @cyberfax.co.za in the To….FIELD 
- Example 

�  | area code  | fax number | domain 

011 |2017400 | @ cyberfax.co.za 

�  Thus in the “To” field it should read: 0112017400@cyberfax.co.za 

 
 

- Click on the send button 

 
 

Please note that the body of the email will not be sent as part of the fax 



 
- Once the fax has been delivered you will receive a detailed delivery report in your 

inbox 
 

 
 

The delivery report consists of the following: 
- Date and time the report was generated 
- The dated and time the fax was delivered 
- The subject line of the fax sent – for reference purposes  
- The number you sent the fax to 
- How many pages were fax 
- And the status of the fax 
 

 
 


