INSTRUCTIONS FOR SUBMITTING SECURE DOCUMENTS
FROM NON-DOD EMAIL

The following instructions MUST be followed to submit any forms to the VCC that
contain Privacy Act information / Personally Identifiable Information (PII).

Any PII that is not submitted through this secure means will be deleted immediately and
will not be processed.

Download and prepare documents as instructed on the Fort Leavenworth Garrison
website (http://garrison.leavenworth.army.mil/Newcomers---Visitors/Gate-
Information.aspx ).

Once ready, you may submit the documents to the VCC email by going to the Secure
Access File Exchange (SAFE) at https://safe.amrdec.army.mil/SAFE/Welcome.aspx .
The following instructions will guide you through the process for submittal:
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CAMRDEC SAFE

SAFE is designed to provide AMRDEG and its customers sn attemative way to send fles other
than ‘SAFE supports fle sizes up to 2GB.

Click here for Getling Started Guide

To begin using SAFE please click on ane of the links balow.

Welcome to the AMRDEC SAFE Web Application

mn

CAC Users Non-CAC Users
This option is for CAC users with & camputer configured for CAC use. For users without = CAC DR if your computer is not configured to resd
When prompted for 2 ceriificate, sefect the ane with "EMAIL” in the name. your GAC. Using this option will sllow you to sccess SAFE as a guest
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Click Here Click Here

How Does it Work?

1. Select Upload Method 2. Sender Uploads Files 3. Recipient Downloads Files

Department of D
the CAG option.
Nen-CAC o
required to verify thelr email sddress.
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On the main page, there are two options, select the Non-CAC Users button.
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SAFE is designed to provide AMRDEC and its customers an slitemstive way to send files other than email.

Safe Access Fils Exchange ok here for Getting Started Guide

UNCLASSIFIED USE ONLY, TO INCLUDE PRIVACY DATA
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Personal Information

“Your Name;
Your Emsil Address:
Confirm Your Emsil Address:

File Information

Delefion Dste: | ngn70045

Description of R
Fla(s):

Do NOT snior Privacy Act Data (PH) In inb dsscription.
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Fill in your name, email address (email confirmation). Attach files using the browse
button (be sure to check Privacy Act Data if Pll is included in the files). In the right
window you must select an automatic deletion date (all files will be deleted on this date).
Type in a description of the files (LAC application, Event Request, etc).
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Recipient Information

Provide an email address to give access to. Recipients List
Manually Enter Emall Address wsarmy leavenworth imeom-centrel.mibx des-y
Email Address: Add
D0 not nend $4FE packages to group small acoounts.
Search DoD 411 (DISA Global Directory Services)

Email Settings

i Require CAC for Pick-up (sil recipiants will nead ta log in with s CAC.
to downloed file(s))
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Scroll down to the bottom section of this page. Enter the recipient’s information. This
will be the Visitor Control Center email address (usarmy.leavenworth.imcom-
central.mbx.des-vcc@mail.mil ). Click add. This should now list the VCC email in the
recipients list.
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Under Email Settings, place a check mark in the following sections:
Encrypt email message when possible

Require CAC for Pick-up (all recipients will need to log in with a CAC to download
file(s))

The other two check marks are optional but will provide you feedback when your files
are downloaded.

Verify everything is correct, then press the “Upload” button.
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SAFE Usage Policy

1 understand that the SAFE application s intended for
official use only u

vilations of statt
deter crimingl activity, and for other similar purposes. if
 other DD interest computer
nce of minal
this evidence and any ofher related informetion,

statutes, this .
including identification information sbout the user may be
provided to law enforcement officials

Use of this compater system aconsentto
monitoring st el times. If mor veals possible
criminal activities or viclations of security regulstions,
appropiste disciplinary action will be taken
UNCLASSIFIED USE ONLY, TO INCLUDE PRIVACY
DATA
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A Usage Policy window will pop up. Please read the terms and select “I Agree” to submit the
documents.
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SAFE is designed to provide AMRDEC and its custs an allemative way to send files other than email.

SAF E ‘SAFE suppors fle sizes up fo 2GB.

Safe Access File Exchange Click here for Getfing Staried Guide

The files were successfully uploaded. You will receive a confirmation email shortly.

Your files cannot be downloaded by recipients until you verify your email address. Please check your email
for further instructions.

Information on The Uploaded File{s)

File Size

B KB

What is AMRDEC Quick Links

riame
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A confirmation email will be sent to the “sender” email you typed in the previous screen.
You will need to follow the instructions provided in that email to verify the documents
you have submitted.
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SAFE is designed to provide AMRDEG and its customers an sliemsiive way to send files other than emsil.

S A F E ‘SAFE supports file sizes up to 2GB.

Sate Access File Exchange Click here for Getting Started Guide

Package Status

Te check the status of your peckage. enter your password

What is AMRDEC
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3/13/2015
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In the email, there is a link to the Package Status page. Click on that link. It will bring
you to the above page. Then return to the email. Near the bottom will be a password.
Copy and paste the password into the field provided and click submit.
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SAFE is designed fo provide AMRDEC and its customers an sltemative way to send files other than email.

S A F E ‘SAFE supports file sizes up to 268,

Safe Access File Exchangs . Click here for Getfing Started Guide

This package has not yet been sent. You must verify your email address by elicking the button below.

Verify

ck Links

The verification page will then display. Click verify. The page will then confirm your
verification. Press continue.
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Package Status

Package ID:
ender's Name: Eric Cashin VGG Emsil Test

‘Sender's Email hin@gmsil com
Dste Upkasded:
Delete Date:

n

Enceypt Email
Nofification when Download Starts:
Nolfification when Download Ends:

Require CAG:

File Information

File{s) Privacy Act Data

Tilt Up Canstruction for AT_FP.pdf (58 KB) Yes

@ Upload more fles ta Package

Recipients List

Resend Notice: Recipients User Status + Add New Recipient:
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You will now see the package status page. You may close your browser at this point. If
you selected to be notified when the files are downloaded, this will be confirmed via
email.




