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docSAFE USER GUIDE

You can access our Client Portal through the Portal link on our
website or via a link on the email notification you received.
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We are a Yorkshire based Specialist
Business Consultancy & Training Provider

Helping your business to Develop, Improve, Grow and Succeed

Our Expert Consultants Work With You to
Push Your Business to the Next Level
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Enter your details and click the Log In button to open the portal.

Our Client Document Portal

docSAFE is our online portal and approval system which allows us to securely
share documents with our customers. Log in to view, approve and sign

documents, or upload documents to share with us, anytime, anywhere.

Approving documents via our portal is quick, easy and efficient! You can
access files at your convenience via your PC, laptop, iPad, or smart phone. The

docSAFE portal is fully encrypted, for compliant, safe and secure file sharing.
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Read our latest

case studies

Find out how our consultancy

and training services have helped

businesses to develop, improve,

Guides grow and succeed.
For help on how to use docSAFE, click here » READ MORE »
For help on how to sign a file using approve+, click here » /
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Once you logged in, you'll see the docSAFE dashboard.
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docSAFE Dashboard Q_ Search for documents.

Upload a document () Recently Added Documents

. Payment Schedule.pdf
View your folders (&) Settings © L Test: /Support Contracts unread ()

Uploaded: 04/08/2021 10:52:04
@

W Documents Requiring Signing

1SO 27001
itymETRIC CERTIFIED Project Agreement.pdf
Vs . Prolet Agroeman.
Test: /Support Contracts Unread o
Uploaded: 04/08/2021 10:51:38
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Project Contract.pdf
Test: /Support Contracts Unread 0
Uploaded: 04/08/2021 10:49:44
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There are no documents requiring signing. Requested Form: Software Support Services Agreement

Test: /Support Contracts m e

Uploaded: 04/08/2021 09:47:08
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Read our latest

Any new documents uploaded by YourDMS will be shown on the right. Any of
these documents that require your approval will also appear on the left of the
screen.

You can access a document by clicking on it and then either download, or
preview the document and approve it, if required.

Our Client Portal also allows for documents to be digitally signed. If a digital
signature is required, you'll be notified after opening the document. Follow the
on-screen instructions to insert your digital signature.
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Uploading documents

You can upload a document by clicking on Upload a document option
from the main screen.

You will be presented with the following options:

« Document Upload - here you can choose the file you wish to
upload from your PC, tablet, etc

« Destination Account - here you can select the staff member you
deal with, if more than one

« Destination Folder - choose the relevant folder to upload the
document into

« Upload Notification - choose the staff member you want to notify
about the uploaded document

« Email Subject - here you can add a title if required
« Additional Message - here you can add extra infromation

« Overwrite Document(s) - this is not set as compulsory and is your
decision, when the document is saved in our system we will either
save as or overwrite
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() Dashboard Document Upload
Document to Upload: Choose Files | no files selected
Destination Account: Select a client (V)
Destination Folder: 0
Upload Notification: Q
Email Subject: New docSAFE file(s) uploaded.

Additional Message:

Overwrite: Yes, | want to overwrite existing document(s)

® Start Upload
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