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HOW TO USE A FAX MACHINE: A
MODERN GUIDE TO OLD-SCHOOL
COMMUNICATION

In  an  age  dominated  by  instant
messaging,  email,  and  cloud-based  file
sharing, the humble fax machine might
seem like a relic of a bygone era. Yet,
fax technology remains a cornerstone of
communication  in  many  industries,
including healthcare, legal services, real
estate,  and  government  agencies.  For
those  who  have  never  had  to  send  a
bundle  of  signed  contracts  through  a
phone  line,  the  process  can  seem
archaic  and  confusing.  However,
understanding how to use a fax machine
is still a valuable skill. Whether you are
setting up a new device for a small office
or  s imply  need  to  send  a  s ingle
document,  this  guide  will  walk  you
through the entire process,  from basic
setup to advanced troubleshooting.

UNDERSTANDING THE FAX
MACHINE AND HOW IT WORKS

Before  diving  into  the  step-by-step
instructions, it helps to understand the
basic mechanics of a fax machine. A fax
machine works by scanning a document,
converting the text  and images into a
series of audio tones, and transmitting
those tones over a standard telephone
line  to  a  receiving  fax  machine.  The
receiving  machine  then  decodes  the
tones and prints a copy of the original
document.  While  modern  Multifunction

Printers  (MFPs)  often  have  built-in  fax
capabilities,  the  fundamental  principle
remains the same.

Components of a
Traditional Fax
Machine
To  effectively  operate  a  fax  machine,
you  need  to  know  its  basic  parts:

Document Feeder (ADF): The
tray on top where you place
multiple pages to be sent
automatically.
Scanner Glass: A flat surface
used for single pages, books, or
fragile documents.
Control Panel: The keypad and
display screen used to dial
numbers and configure settings.
Phone Handset: Used for voice
calls and manual fax
transmissions.
Paper Tray: Holds the paper used
for printing incoming faxes.

STEP-BY-STEP GUIDE: HOW TO
SEND A FAX

Now  that  you  are  familiar  with  the
equipment,  let  us  look  at  the  core
process.  Sending  a  fax  is  the  most
common task  you  will  perform.  Follow
these  steps  carefully  to  ensure  your
document  a r r i ves  c l ea r l y  and
completely.
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Step 1: Prepare
Your Document
Before  anything  else,  ensure  your
document is ready. Remove any staples,
paper clips, or sticky notes, as these can
jam the machine or damage the scanner.
If  the  document  is  crumpled  or  torn,
make  a  clean  photocopy  first.  Organize
the pages in the correct order, face up
(for  most  top-loading  feeders)  or  face
down  (for  bottom-loading  feeders).
Check  the  user  manual  for  your  specific
model if you are unsure.

Step 2: Power On
and Connect
Make sure the fax machine is plugged
into  a  power  outlet  and  a  working
telephone line. Look for the ports labeled
"LINE" (for the incoming phone line) and
"TEL"  (for  an  optional  handset  or
answering machine).  Never  plug a  fax
machine  into  a  digital  VoIP  adapter
without a special filter, as this can cause
transmission errors.

Step 3: Dial the
Number
Place your document in the feeder. On
the control panel, press the "Fax" button
if your machine is also a printer. Using
the  keypad,  enter  the  recipient's  fax
number.  If  you  need  to  dial  a  prefix
(such as “9” for an outside line or “1” for
long  distance),  do  that  first.  Most
machines allow you to see the number
on  the  display  before  dialing.  For
international faxes, remember to include

the country code.

Step 4: Press the
Send Button
Once the number is entered, press the
"Send" or  "Start"  button.  The machine
will  dial  the  number.  You  will  hear  a
series of tones (the "handshake") as the
two  machines  connect.  Next,  you  will
hear a whirring or buzzing sound as the
document is scanned and transmitted. A
progress  bar  or  page  counter  on  the
screen will  indicate how far  along you
are.

Step 5: Verify
Transmission
After the document is sent, the machine
will  typically  print  a  confirmation report.
Check  th is  report  to  ensure  the
transmission was successful. The report
should show the number of pages sent,
the date, time, and a confirmation code.
If the transmission failed, the report will
usually state "Error" or "Failed." Save the
confirmation  report  as  proof  of  sending,
especially for important documents.

HOW TO RECEIVE A FAX

Receiving a fax is generally simpler than
sending  one,  but  it  requires  proper
configuration. Most fax machines are set
to "Auto Answer" mode by default.

Automatic
Receive Mode
If your machine is set to auto answer, it
will pick up the incoming call after a set
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number of rings (usually two). It will then
emit  the  fax  tones  and  automatically
print the incoming document. To set this,
look for a "Fax" or "Auto" button on the
control panel. Ensure the paper tray is
loaded with the correct size paper and
has enough ink or toner to avoid a jam
mid-reception.

Manual Receive
Mode
If  you share a phone line with a voice
line,  you might prefer  manual  receive.
When you answer the phone and hear
fax tones (a series of beeps), press the
"Start"  or  "Receive"  button  on  your
machine.  Then,  hang  up  the  phone
handset. The machine will take over and
print  the  document.  This  prevents  the
fax machine from accidentally answering
voice calls.

TROUBLESHOOTING COMMON
FAX MACHINE PROBLEMS

Even with perfect technique, issues can
arise.  Knowing  how  to  solve  common
problems  wil l  save  you  t ime  and
frustration.

Paper Jams
Paper jams are the most frequent issue.
Open  the  front  or  top  cover  of  the
machine. Gently pull the jammed paper
out in the direction of the paper path.
Avoid  ripping  the  paper.  If  the  jam is
inside the feeder, use the release lever
to  clear  the  rollers.  Always  use  the
recommended  paper  weight  for  your
machine to prevent future jams.

Poor
Transmission
Quality
If  the  recipient  receives  a  faded  or
streaky fax, the problem is usually with
the sender's scanner. Clean the scanner
glass and the ADF glass with a soft, lint-
free cloth and glass cleaner. If the print
quality on received faxes is poor, check
your  ink  or  toner  levels  and  replace
cartridges if necessary.

Connection
Errors
I f  y o u  g e t  a  " N o  A n s w e r "  o r
"Communication  Error"  message,  first
double-check the phone number.  Make
sure the recipient's machine is turned on
and has paper. If the problem persists,
try lowering the baud rate (transmission
speed) in the machine's settings menu.
A  slower  transmission  is  often  more
reliable on noisy lines.

MODERN ALTERNATIVES: HOW
TO USE A FAX MACHINE
WITHOUT A PHYSICAL MACHINE

You do not actually need a physical fax
machine  to  send  or  receive  faxes
anymore.  Online  fax  services  have
r e v o l u t i o n i z e d  t h e  p r o c e s s .
Understanding how to use these digital
alternatives  is  just  as  important  as
knowing  the  analog  way.
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Online Fax
Services
Services  like  eFax,  HelloFax,  and
Fax.Plus allow you to send and receive
faxes  via  email  or  a  web  portal.  You
typically  receive  a  dedicated  fax
number.  To  send  a  fax,  you  simply
attach  a  PDF  or  image  file  to  an  email
and send it to the recipient's fax number
(e.g.,  1234567890@efaxsend.com).  The
service converts  the file and sends it  as
a  traditional  fax.  Receiving  is  just  as
easy:  incoming  faxes  arrive  as  PDF
attachments in your inbox. This method
eliminates  the  need  for  a  phone  line,
paper, and toner.

Using a
Multifunction
Printer as a Fax
Many  modern  offices  use  "All-in-One"
printers that include faxing capabilities.
The process is  similar  to a standalone
machine, but you will typically navigate
through  the  touchscreen  to  select  the
"Fax"  icon.  You  can  often  scan  a
document to a network folder and then
send it via fax directly from the screen.
Check the manual for network setup if
your  printer  requires  an  internet
connection  for  fax  functions.

Smartphone
Apps
There are also mobile apps that let you
send faxes from your phone. You simply

take a photo of a document or upload a
file  from  your  cloud  storage,  enter  a
phone number,  and press send.  These
apps  are  ideal  for  people  who  fax
infrequently and do not want to invest in
hardware.

BEST PRACTICES AND SECURITY
TIPS

Using a fax machine involves more than
just  pressing  buttons.  For  sensitive
information, follow these best practices.

Always use a cover sheet: This
clearly identifies the sender,
recipient, date, and total number
of pages. It ensures the document
reaches the intended person and
provides a professional touch.
Verify the number twice: Mis-
dialing a fax number can send
private medical or legal
documents to a stranger. This is a
serious privacy breach. Always
double-check the number before
pressing send.
Secure your machine: Place
your fax machine in a secure area
where unauthorized people cannot
see incoming documents. For
extremely sensitive data, consider
using encrypted fax services or
digital alternatives that offer end-
to-end encryption.
Maintain a log: Keep a printed or
digital log of all faxes sent and
received. This is often required for
compliance in industries like
healthcare (HIPAA) and finance.

CONCLUSION

Mastering how to use a fax machine is a
skill  that bridges the gap between old-
w o r l d  r e l i a b i l i t y  a n d  m o d e r n
communication  needs.  While  the
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technology may seem outdated, its legal
standing and security  features  keep it
relevant in critical sectors. Whether you
are  loading  paper  into  a  traditional
device, navigating the touchscreen of a
multifunction printer,  or using a cloud-
based service from your laptop, the core
principles  remain  the  same:  prepare

your  documents,  dial  the  correct
number,  and  confirm  the  transmission.
By  fol lowing  this  guide,  you  can
confidently  send  and  receive  faxes,
ensuring  your  important  documents
reach  their  destination  safely  and
efficiently.


