
EFAX- Instructions to Add Private Tags to Faxes 
  
To enable enhanced searching of faxes, users can add private tags to a fax. Only owners of a fax and shared users with 
the “View and edit” sharing permission can add private tags to a fax. 
 
Private Tags – Feature Overview and Benefits 

Transitioning from current analog fax services to EFAX brings numerous benefits that can improve user management of 
received faxes. With traditional faxing, users were burdened with printing and physically filing faxes, a process that is 
both time-consuming and only available on-site. 

 

EFAX simplifies this by allowing users to effortlessly organize, search, and download faxes electronically using custom 
tags. These tags enhance the organization, searching, and saving of faxes. By creating and adding a custom tag, users can 
categorize their received faxes into groups of their choice, making it easy to locate and manage related faxes digitally. 
Custom tagging enables quick searching of all faxes with a specific tag and allows users to download and save all faxes 
associated with that tag. 

Please see the detailed Custom Tag directions below to add these capabilities to your EFAX service.   

Note that only the owners of a fax and shared users with the “View and edit” sharing permission can add private tags to 
a fax. 
  
 Set-Up Folder Column Preferences in Inbound Faxes 
 

1. Login at Interfax Login and go to the Inbound Faxes tab to set the Private tags column to view in the inbound 
faxes section  

2.  Click on the Columns icon to open Folder Column Preferences 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

https://login.interfax.net/login


 
3.  Click the Private Tags arrow to the right and click SAVE. 

 
  
 
 
  
TIP: You may need to move the column over to the right to see Private Tags 
 

 

 
 
 
 
 
 
 
 
 
  



4. From the Inbound faxes list, select a fax and right click on it, then select Properties to open Document 
Properties. 

 

 
  
Create Private Tags 
 
You can add private tags to a fax for enhanced searches. Only owners of a fax and shared users with the “View and edit” 
sharing permission can add private tags to a fax. 

To create a new private tag, in the Add new Label box, enter the private tag, then click Add. The private tag will 
automatically be added to the selected fax. Click Save.  

To add existing private tags to a fax, click Add (>) next to the private tag(s) you want to add, or move private tags from 
the Available box to the Selected box using a drag-and-drop operation. Click Save. 

To remove a private tag from a fax, click Remove (X) next to the user in the Selected box. Click Save. 

  



 
  
Sorting and searching faxes by tag 
 

1. To sort all faxes by a tag. Select the property down arrow and select Tag, then type the tag name and click the 
search icon. 

 

  
 
 
 
To see all faxes again, Set the Property back to (search Property) 

 
 
 
 



 
 

 
 
Download and save faxes by tag 
 
 

1. To download and save all faxes by a tag, select the property down arrow and select Tag, then type the tag name 
and click the download icon 

 
 

 
 
 
 
 
 
 
 
 



 
2. When downloading all select the file type you want 

 

 


