
DocuBank SAFE

• You can elect to utilize the 1GB of storage 
provided to you for free as part of your 
complete DocuBank membership.

• You can also choose to never activate 
your DocuBank SAFE.

SAFE is an online repository for your vital personal documents.  
SAFE files are NOT accessible via your Emergency Card.



Things you should know

• DocuBank cannot access files stored in 
your SAFE

• DocuBank does not have access to your 
SAFE password

• Files deleted from your SAFE cannot be 
restored by DocuBank

• SAFE files are automatically deleted 6 
months after your DocuBank membership 
expires



First You Need to Log in!

Or enter your 
member number 
and click here

Do that by 
clicking here 



Choose your Login Option

Don’t know your password?

We will be happy to help. Call toll-free 866-362-8226, M-F, 8:30-5:00 p.m. EST

Enter your personal 
information

Click the “Login” button



Then, Open the SAFE Login

While you’re here -- please make sure the email on file for you is accurate.  This is where 
you will receive the reset information needed if you forget your SAFE password.

Click “My DocuBank SAFE” button



If this is your first time logging in to SAFE, 
you will need to set up a password

Passwords must contain 
at least 8 characters including an alpha character, numeric character, 

and at least one of these symbols: !@#$%^&+=

Then click “Save and 
Login”

Creating a password 
means you accept the 
terms of use for the site



You will see this home page

You can upload a file as soon as you log in.



Click on “Add File”

Only .PDF files may be stored in SAFE.

Now You Can Upload a File



This Upload Box will Appear

Upload Box didn’t appear? Check your internet settings to 
make sure you security settings allow pop-ups.

SAFE displays best in the Google Chrome browser.

Click “Choose File” or “Browse”  
to select a file to upload.



A box to select a file from your 
computer will appear

Remember, the file must be a .PDF

Once you find the file, 
click “Open” to select it.



The file will show up in the 
Upload box.  

Next, you need to choose a category

Click the little 
arrow to see your 

options.  



Select the category that 
best suits the file you 

have uploaded.  

Don’t see the category you want?  Choose the 
“Other” category.  You can always move it later.

This drop-down selection box 
will appear



Now click the “Upload” button



Did you get this message?

Yes? You selected a non-
PDF file. Click “Add File” and 
start again.

SAFE allows only .PDF files. Converting other documents 
to this type of file is easy and FREE.

No? Go to next slide!



Your file has icons.  The Folder allows you to change the 
category.  The Trash Can allows you to delete the file.

Congratulations!  

You added your first SAFE file!



Click on any one of these buttons to 
go to another section of your 

DocuBank account

Click “Add File” to add another file

You Must Log Off to access another account. Click the “Log 
Off” button on the top left of your screen to log out of your account. 



Only files with a Shared icon are viewable by your provider.

You can choose to share a file when you upload it or later by clicking on the folder 
icon and selecting the “share with my provider” box.

If your provider is participating in the DocuBank SAFE filing-sharing feature, 
you may see 2 additional icons.

The Shared icon means your provider can 

see this file.

The Lock icon means this file has been 
uploaded by your provider. You can 

viewprovider can see this file.



Once you’ve completed setting up your 
SAFE, your login screen will look like this

Please make sure the email on file for you is 
accurate.  This is where you will receive the reset 
information needed if you forget your password 
and need to click the “Forgot Password” Link.
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