
InstanetFax  
 
 
 
Description:  InstanetFax is an application that allows agents to send a 
paper document to any email address in the world using a standard fax 
machine. The document is received by the recipient as an email message 
with a .PDF attachment.   
 
 
Use: An end user will utilize this feature when they have paper documents 
that are not in TransactionDesk and a printer / fax machine and their 
recipient wants to receive the documents via email rather than by fax. 
 
Note: We advise most people to use the standard DocBox and fax‐back cover sheet. They can 
use the fax‐back cover sheet to send themselves the document and then they will have a copy 
of the document in their TransactionDesk account. They can then email or fax that document 
from TransactionDesk without the need to use a fax machine in the future. 
 
To create an InstanetFax Cover Sheet: 
 
 

1. Click on the DocBox Link 
 

 



 
 

2. Click the Drop Down Menu Arrow and Select ‘Create an InstanetFax Cover 
Sheet’ 

 

 
 
 

3. Add or Fill in the recipients email address.   
 

 
 

4. Also type in an Email subject line and message   
5. Click the Create Fax-Back Cover Sheet Radio Button    

 



 
6. Once the Cover Sheet is created successfully the user can click the link to View or 

Right Click the link to Save Target As 
 

 
 
 
 
 
 

7. Here’s an example of the InstanetFax Cover Sheet 
 

 



 
The End User prints a copy of this InstanetFax Cover sheet; then, uses it 
as the cover sheet of the fax they intend to send.  The recipient of this 
“Fax” receives an email message to the address specified with the page(s) 
attached as a .PDF.   


