
Virtual Web to Fax Manual 

 

Introduction 

This manual is for the purpose to explain to use the Virtual Fax Web to Fax tool. To access 

the tool follow the document step by step and sending faxes from your PC will be as easy as 

sending an e-mail. 

Step 1: 

Open your internet browser. 

In the URL section enter the following address: http://login.virfax.co.za 

The following screen will appear on your screen: 

 

Login with your username and password: 

Username = your e-mail address 

Password = your 087 number allocated by the Virtual Fax team. 

Once entered you will be welcomed by the following screen: 



 

Select New from the screen that appears. 

 

 

 

 

 



Enter all the relevant details in the given fields as per below: 

 

Once all the details are entered select the add button. 

Details will appear on the right hand side under recipients. 

The next step is to select the Documents tab 

 



Select the attach documents button (this will be the to select the document that you would 

like to fax. 

 

Select the select button to select your document to fax. 

 

Once the document is selected – select the open button. 

 



The file will appear in the text box next to select and clear. 

 

Select the attach button. 

 

The document will be listed under the right hand side just after the cover page line 

 

 



The final step is to send the fax by selecting the send button in the top left hand corner. 

A successful send of a fax will be displayed by the following screen. 

 

 

 

 


