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:
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1. Click on the DocBox Link ‘
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2. Click the Drop Down Menu Arrow and Select “Create an InstanetFax Cover

Sheet’
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3. Add or Fill in the recipients email address.
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TheInstanetFaxT™ Service allows real estate
professionals to fax paper documents to any
email address

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

Secure Online Cover Sheet
Creation Instructions

Add all email recipients. Multiple
recipients in the ‘Recipients’, 'CC’, and
'8CC’ fields must be separated by 2
comma.

Fil ina Subject and Message for the
recipient Email,

Click the 'Create Fax-Back Cover
Sheet’ button to complete the process.
Once the new Cover Sheet has been
created, you wil be prompted to
‘Open, 'Save’, and/ar Print a copy of
the Cover Sheet

\?';, Step 1: Add Recipients

*Redpients: acctdemos@gmal.com

cC:

&

BCC:

Use the &5/ button to select from you contacts.

D Step 2: Fill out Email Information

Subject: Purchase Contract for Main 5t, 123

Message: please review the contract, print, sign and r*rn tome. Takwithyou »
soon.
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Create Fax-Back Co
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6. Once the Cover Sheet is created successfully the user can click the link to View or

Right Click the link to Save Targ
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TheInstanetFaxT™ Service allows real estate
prafessionals to fax paper documents to any
email address.
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Here to create another Cover Sheet

Secure Online Cover Sheet
Saving Instructions

@ To Printa copy of the Cover Sheet,
dick on the ik to open the fle. Next
select the print option,

@ To Save 2 copy of the Cover Sheet,
cick on the ik to open the fle. Next
select the save option.

@ To Save the Cover Shest without
opening, right click the link nd ciick the
‘Save’ button,
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7. Here’s an example of the InstanetFax Cover Sheet
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Instructions:

1. Place this page as the first page of your fax message.

2. This Cover Sheet is used to send the documents to the recipients below.
3. Once the fax is received the below recipients will i y receive the
4. A copy of the fax will also be emailed to you.

5. If your fax machine is not clean the Cover Sheet may not be read correctly and the fax may not be received.
6. The fax machine should not use photo mode when sending.

in their inbox.

m

This fax must be sent to 1-866-725-7552 to be processed.
Ifyou are faxing from outside of the US, please use 1-416-915-6284.

To: acctdemos@gmail.com
]
5
£
]
ks cc:
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£ BCC:
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8
Subject: Purchase Contract for Main St, 123 E
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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.



