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The Step-by-Step Guide: File Transfer 

Overview: File Transfer  

Sending confidential documents as email attachments can be bulky and less 

secure than it should be. Digital Fortress’s Secure File Transfer function allows you 

to securely transfer files, and send encrypted contracts or medical information to 

an email recipient.  

Securely Transfer a File 

Step 1: Log in and click the File Safe tab 

1. First log in to your Digital Fortress via any browser on your PC or Mac. 

2. Once in your account, at the left side of the screen, click the File Safe.  

 

 

Step 2: Choose file 

1. Select the file you want to share, and click the Send button found in the top center of your safe. 
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2. A new window will pop open. Enter the recipient’s email address and a message if desired. 
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Step 2 (optional): Add security code 

For added security you can add a security code to your file, which will be delivered by SMS to the 
recipient’s mobile or you can give it to the recipient. 
 

1. Click the checkbox in the middle of the window to activate the Security code required for 

access. 

2. Choose the delivery method for the security code from the dropdown menu. 

a. Send code by SMS will send code to the recipient’s mobile device. 

b. Display code in the next step, the code will appear in the confirmation window when 

your document is sent, which you then relay to the recipient. 

 

 

3. Select the country where the mobile phone is located from the dropdown menu. Then enter the 

10-digit phone number (US +1). 
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Step 3: Download link 

1. Click the checkbox near the bottom of the window to activate Email notification for file 

downloads (optional). 

2. Select the length of time the download link will be active from the dropdown list, default is 1 

day. 
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Please note that for Pro Level accounts you can only have a maximum of 5 valid download links at one time. The Show 

Sent Items list will keep a list of all transferred files and the link expiration dates, which can be edited. 

 

Step 4: Send file 

1. When you’ve entered all your information, click the Send button in the bottom right of the 

window. 
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2. After clicking send, a confirmation window will appear with details of the file transfer. 

    

     

 

Confirmation 

window with no 

security code. 

Confirmation window 

with security code and 

no mobile delivery 

Confirmation window 

with security code 

and mobile delivery 
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3. To view a record of the file transfer, go to your file safe under the Show Sent Items button in 

the bottom right corner. 
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