
 

 
Faxing Instructions 

You can send a fax two ways 

- Web to fax through the Web Portal 
- Fax to fax (using an ATA) 

 

How to send a fax through the web portal 
1. Log into the My Collaborator web portal. 

 
2. To initiate a fax, click the FAX tab located at the top of your screen.  

 

 
 

3. Here you will find configured phone numbers, recent faxes (INBOX and SENT), settings, and a 
button to send a fax. 
 

4. To send a fax, click the Send Fax button and a window will pop up.   Here you can select the file 
you wish to send, your outgoing caller ID (if applicable), the phone number you wish to send the 
fax to, and if would like to add a cover letter.   
 

5. If a cover letter is not needed, you can simply click the SEND button to initiate sending your fax. 
 

 

 

  
 

https://touchtone.net/services/uc/TouchTone-Web-To-Fax.pdf
https://mycollaborator.com/
https://touchtone.net/services/uc/TouchTone-Fax-To-Fax.pdf
https://mycollaborator.com/portal/home


 

 
 

6. If a cover letter is needed, simply check off the ADD COVER LETTER box. This will populate 
additional fields such as subject and note. Once you include all the necessary information for the 
cover page, click SEND. 
 

 

 

 

Receiving a fax through the web portal 
1. Incoming faxes can be setup to come into your email as an attachment, as well through the web 

portal.  
 

2. When you click on the FAX tab in the portal, you will see your inbox. Here you can see incoming 
faxes, who they are from, the date the fax was received, and how many pages are included in the 
fax.   
 
You will have the following options. 

a. Download the fax by clicking the DOWNLOAD button  

b. Thumbnail Preview the fax by clicking the PREVIEW button   

c. Delete the fax by clicking the DELETE button  

 

 

 

 

 

 

 

 

 



 

 
 
To receive faxes from your fax machine  
 
To receive faxes from your fax machine you will need to connect the ATA box to the fax machine first. 
 
How to connect the ATA to your fax machine 

1. Connect the ATA WAN port to your network using a standard ethernet cable. 

2. Connect the ATA FAX port to your fax machine using the included RJ11 Cable. 

3. Connect the ATA to the power using the included Power Adapter. 

4. On the front side of the ATA Box, you will see 4 different light indicators Power, Online, and 
WAN lights on and green.  

5. The FAX ATA is now ready for fax service. 

 

 

If you need assistance or have any questions, you can reach our Business 
Support Department at 800-900-5474 or business.support@touchtone.net. 

 
 
 
REV 3-29-24 

mailto:business.support@touchtone.net

