




 

2. Clicking on the link will prompt you to create your Login Credentials and enter Contact Information on the following page to begin the 
registration process. 
 

 

  



 

3. Complete the requested information.  Once your details have been entered, click on the “submit” button.    
 

  





 

5. You should receive the email indicating that your account will take effect within 48 hours. 

 

6. Subsequently, your Account Approval Notification will arrive.  Once the confirmation email is received, you may log into your account. 

 



 

7. Once you are logged into your account (see: Point 4), you will be taken to your account Dashboard.   From the Dashboard, select “Secure 
Folders.” 
 

 

  



 

8. Once you have selected the Secure Folders directory, click on the folder indicating your name/program. 
 

 

  





 

10. Once clicked, you will be able to select and upload the document from your files.  
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