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SecureDoc User Procedures 
 

1. Sign-in to SecureDoc: 
 

 
 
 
 
 
 

 
  

2. Initiate the file upload process: 
 

 
 
 
 
 
 
 
 

First time users should select 
“create account” and enter their 

contact information when 
prompted. 

Returning users should 
enter their e-mail and 
password to sign-in. 

Select “Start” to upload files 
and establish security 

parameters for the file(s). 
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3. Set Security Settings and Transmit Authorization: 
 
 

 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 

Enter date 
file expires 

Check the retention 
check-box 

Check the require 
password check-box if 
password is desired 

Restrict view check-box is 
automatically checked.  

Uncheck only if 
downloading of the file will 

be allowed. 

Optional:  check limit views 
check-box & enter number 

of views allowed 

Enter e-mail 
address(es) of 

authorized reviewers 

Enter e-mail 
transmittal message 

Select file(s) to be uploaded 
and associated with the 

security settings just 
established 

Select send e-mail 
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4. Once the user has selected “Send Email”, a pop-up box with the selected security 

settings will appear.  Review the security settings selected.  If changes are desired, 
select the “Change Options” button, and upon returning to the Send Files screen, 
make the necessary adjustments to the security settings.  If the security settings are 
correct, select the “Send Now” button to dispatch the email and file link. 

 

 
 
 
5. Transmit a separate e-mail or text (outside of the SecureDoc application) to the 

individual(s) that you authorized to access the file with the auto-generated password 
that was established in Step 3 above. 

 
 
 

Last Step:  
Select “Send 

Now” 


