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RECEIVING A FILE SECURELY WITH FILE GUARDIAN 

When AccuPay needs to send you a message or file containing sensitive data (i.e., payroll reports or 
check stubs) we will utilize the FileGuardian system, which enlists advanced encryption, virus scanning, 
and history tracking to ensure that your data is transferred securely. When you receive a secure email 
from AccuPay via FileGuardian: 

STEP 1: The email contains a link for you to securely download the file sent. 

You will see embeded in the email a unique website link that you will need to click in order to download 
the files sent securely. When you click the link, you will connect to our secure file download website 
where you will be asked to provide your assigned Access Code. 
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STEP 2: By clicking on the link, you establish a secure connection to download the file(s). 

 

STEP 3: Affirm your identity by entering your assigned Access Code. 

AccuPay will assign you an access code upon your first use of the FileGuardian system.  If the access 
code is not entered correctly, you will be given 2 additional chances to enter it. After 3 failed attempts, 
AccuPay will receive an email notification that you have been unable to login. This will prompt our staff 
to contact you for assistance. 
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STEP 4: Once you have successfully logged in, you may now download your file(s) by clicking on the 
“download” button. 

 

STEP 5: Files downloaded may be opened or saved. 

When you click the “download” button, a dialog box will open allowing you to “open” or “save” the 
file(s). If you select “open” the file will open immediately in its designated application (i.e.  Microsoft 
Word). By selecting save, you may save the document directly to your computer. 
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STEP 6: Downloading of file(s) complete. 

The amount of time it takes for a file to download depends on the size of the file. The green bar will 
determine how far along the file is. 
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