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SENDING A FILE SECURELY WITH FILE GUARDIAN 

To get started, visit AccuPay’s secure post office online at http://accupayinc.myfileguardian.com. You 
may access the post office by clicking the link on our home page at www.accupay.com. 

 

 

 

STEP 1: Click on “Securely Send Files” to send a document/file to AccuPay. (You may also sign in using 
your Access Code to send a message or retrieve messages sent by AccuPay.) 
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STEP 2: A short form will appear where you may select a recipient  and type in a brief message. Once 
you select the file you wish to send, you will be asked to complete a security code. If this code is not 
entered correctly, you will be prompted to try again.  
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STEP 3: A progress bar will show you when you file has been uploaded. 

 

STEP 4: Once your file has been sent, you will receive a printable message receipt to confirm the 
secure transmission of your file. If you wish to send an additional file, you may click “Send Another 
File” in the “Next Steps” box to the right of the receipt. 
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