.InteIIiCentriCS

SEC3URE VENDOR | Upload & Submit Documents

Credential requirements are set by the facilities. They are determined by the supplier vendor rep categories and the
primary areas or zones where supplier reps visit. You must have a paid SEC3URE Passport membership to upload, store,
and submit Credentials beyond the COVID-19 and Seasonal Flu vaccination requirements.

Your SEC2URE membership is portable; you only need to submit credential documents one time to gain access to all
SEC3URE facility locations. SEC2URE will send you reminders before any credential documents expire so you never go out of
compliance.

We recommend first reviewing the credential description and details to understand what is required.

@ All pages of a credential proof documentation must be included in ONE (1) submission. Save proof documents as *PDF or image files
(*JPG, *JPEG, or *PNG). Each file must be LESS THAN 8MB.

Submitting Credential Documents into SEC3URE:

A. Internet Browser — Passport 2.0 (opens new *PDF) H SEC3URE Credential Requirements | *MP4 4 minutes
This video demonstrates how to review facility credential
requirements so you may gather the appropriate documents,
upload, submit, and then manage those documents in SECCURE.

B. Internet Browser — Passport Legacy

C. Mobile App — Single Document

D. Mobile App — Multiple Documents

View Submission History

O O000a0an0

View Message Log
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A. Upload & Submit via Internet Browser — Passport Legacy:

Follow these steps to upload and then submit credential proof documents through
your PCs internet browser.

a77663) ()

# Home

0B Requirements
& My Account

. Support

FLU CREDENTIAL
IS LIVE OCT. 1

O Log Out

Have questions?
Click here to chat

vine U e
ADD PACKAGE NOW
Purchase Flu Vouchers Submit Flu Document Now nieliCentric

a) Open your internet browser:
- Google Chrome
- Microsoft Edge (chromium)
- Mozilla Firefox
b) Sign into your SEC2URE account
- https://www.sec3ure.com/login
c) Select Credentials tile
d) Select either:
- Submit Multiple Credentials button
-0OR-
- Submit Credential button next to the
credential you are submitting

v, 1

U 3 ‘ 110
Outstanding Outstanding Outstanding Facilities
Credentials © W policies © W info Reviews © W Rrevocations ©

nl («

> 4

My REPScore ©

88%

8
REPScore Attachments

@ InteliCentrics

© N vy

My Facilities y
# Home

My Account * Credential

KEY TIP: If you have our free Base membership, you will only be
able to upload COVID-19 and Seasonal Flu vaccination credentials.
You will be asked to purchase a full SECCURE membership for
uploading other credentials.

Hello,

a77663) (2)

% Requirements Submit Multiple Credentials
« Facilities il M
3 Mam
« Facility Visits )
l Onvcwanding Professional Certification/State Licensure O Details
- REPScore
r N C'er'ﬂ'mal-&) l Outstanding Seasanal Flu Vaccine @ m — P
« Credentials
Credentials tile — RED / “Outstanding” wysubsarpeons ||| o=s o s ot o RS
— + My Subscripti
. Profile | Current Aseptic Techniques Training € Submikt Crede: tall [RSELAE
re q uires yo Ulr EE | urre Bloodborne Pathagens Training © Desalls
+ Message Preferences
\ J « Scope Of Service I Current Chicken Pox O m
« Revocations | Kispenc Consent of Use Form € . .
Submit Credential
. Support I Current Continuing Education Certification & E
® Log Out I Current Criminal Background Check © n
| Electrical Satety Training © Betalls
I Current Fire Safety Training © m Datalis
(inteliCentrics | — s
p
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Internet Browser (continued):

e) Select the little checkbox next to the

e N | cicrtialtype being uploaded
= Requirements f) Select Choose file(s) to upload button
& My Account Select Credentia stow | al "/ Upload File g) Navigate to the file location on your PC and then
. _ double-click the file to upload
- Facilities Status Name Upload PDE, 8¢, or PNG. Max size: 54
= Facility Visits I Outstanding professior Certificat 0
- REPScore
I Qutstanding Seasonal Flu Vaccine . ~
= Credentials
+ My Subscriptions | Oustanding  Radiation Exposure 0 4 KEY TIP: The file must be a *PDF document, or
+ Profile | o Aseptic Techniques Training 0 JPG/*JPEG *PNG image. The file size cannot be more
- Message Preferences than SMB.
I Current Eloodborne Pathogens Training 0O
- Scope Of Service
I Current Chicken Pox O
» Revocations
. Support I Current Continuing Education Certification D 9 Open
' v I8 > ThisPC » > 05 v eacch Photos
O Log Out I Current Criminal Background Check O © B TSRO Destanp > Phot O} (SoechX 2
Organize v New folder
I Current Electrical Safety Training 0O — Name -
" BWI Healthcare Industry Representative F... 4
I P Evidence of Employer Product/Service O @ OneDrr ™Y DressCodePolicy 02013012
o Competency 3 This PC & EvacPlan
@ IntelliCentrics " & iAmBatmanPhoto
= Fire Safety Training m] ¥ Networ & iAmBatmanPhoto
& iAmBatmanPhoto_b
& IMG_2212
& MyDLPhoto
"X MyLittlePony_Events2016-2017
= MySeasonalf _li *
e Double-click *PDF
4 \ & PhotoGuidelines3_ Example . .
= Sacred Memoril Evac Plan 03212018 or image file
Choose file(s) ) socalmn Lagehucgs
& SacredDNA-LogoBadge
& SebPhoto
to u pload "% SEC3URE Credentialing Application
"% SEC3URE-Credentialsipp_ProxyAuthoriz...
| € J & ST_BikeCarCollision

& StefansonNuclLC_Bldg 10
= SupplierCo-CriminalBackgroundCheck S... &

File name: 1 MySeasonalfluDoc

Select the checkbox next to
the credential type
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Internet Browser (continued):

(777663) @

# Home

@ Requirements

& My Account
- Facilities
- Facility Visits
- REPScore
= Credentials
* My Subscriptions
* Profile
= Message Preferences
= Scope Of Service
= Revocations

. Support

O Log Qut

@ InteliCentrics

T e

h) Select Add file to Upload Queue button
The file(s) display as the credential type. You may View
File or Remove File if this was the wrong one

Submit Multiple Credentials

Select Credentia Show | Al "l Upload File

Status Name o et R e el L. Choose file(s) to upload

You may choose more file(s) to upload into the queue

I Grarr :::::::Irnenal Certification/state o at this point
Qutstanding Seasonal Flu Vaccine &
: . © [comerumsesonarionon i) Select | agree to the Terms and Conditions checkbox
Qutstanding Radiation Exposure R . . .
o i j) Select the Submit Uploaded Files button
I Curren Aseptic Techniques Training D
I Current Bloodborne Pathogens Training (m]
I Current Chicken Pox f "
| e continui fon Certificas Add file to Upload Queue KEY TIP: The file name will populate in the data field in step 2
I Current Criminal Background Check 'S J as. C:\fa kepath\ sees

Current Electrical Safety Training

(777663) @

# Home Submit Multiple Credentials
& My Account Select Credentia Show | _Al Tl Upload File
« Facili . I
acilttes Status Name Wl A R N - L L Choose file(s) to upload
- Facility Visits PR fi I Certificati
I BLEEie Licensure o
+ REPScore
I Qutstanding seasonal Flu Vaccine (]
+ Credentials
« My Subscriptions I Quistanding Radiation Exposure O
» Profile I Current Aseptic Techniques Training O
Credentials
+ Message Preferences
I Current Bloodborne Pathogens Training (] on & Medical : Saasonal Flu Vaccine View File | Remove File
+ Scope Of Service
_ I Current Chicken Pox ]
- Revocations
. Support I Current Continuing Education Certification O Su b mit U ploa d ed fl Ies
, U
© Log Out I Current Criminal Background Check D
I Current Electrical safety Training O
. N r
I P Evidence of Employer Product/Service o
o Competency
O nteliCentrics Agree to Terms and Conditions
. | Current Fire Safety Training @]
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B. Upload & Submit via the SECCURE Mobile App - Single Document:

a) Launch and then log into the
Premium members may upload documents on-the-go using the portability of the SEC3URE SEC3URE Mobile App
Mobile App. These instructions will walk you through uploading a single document concerning b) Expand the left navigation menu: E
one credential. Base members may not upload COVID-19 or Seasonal Flu vaccination

credential information at this time. c) Select Credentials

d) Select the expiring or outstanding credential
If you have multiple pages to photograph and then submit, stack your documents like a tower; e) Upload Credential

not train cars. Take the picture in a well-lit room on a flat surface and include space

surrounding each of the documents.

[wil AT&T &

KEY TIP: Select the filter icon to filter
: credentials by status.

Professional Certification/
. State Licensure

Outstanding

Requesting Facilities: 0

. Seasonal Flu Vaccine

@ InteliCentrics
\ Experience SEC'URE Healthcare . Aseptic Technid

. Bloodberne Pat

ol ATET =

€

FirstLastname@supplierco.com

XY XYY YY) olicie L . Chicken Pox

Outstanding

Regquesting Facilities: 2

Credential Details

Forgot Password

Document  Open Document
- e Status Document Expired: proof of

@ continuing Edu vaccine due by 2018-10-01

Filter by
Vaccine

Date 2017-11-01

@ criminal Backg All

Declination

Form

. Electrical Safetf Current
Exemption

Type

Evidence of Em)|

Expirin
Service Compe! P 9

Expiration

Date 2018-07-31

. Fire Safety Trai Qutstanding

Credential Information

Name: Seasonal Flu Vaccine

Definition:  The CDC recommends an
annual Seasonal Flu Vaccine

forg\l hea\tcare persoel Upload Credential

Credentials Select the credential £ Upload Credential
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Mobile App — Single Document (continued):
f) Agree to Consent to Use of Information

g) Select either Camera or Gallery
We’ll use Camera in this example
\ h) Align the phone parallel to the flat surface and
snap the picture
i) Check if the document is legible:
- Yes — Use Photo
include space surrounding - No — Retake

the documents j)  When good-to-go, Upload the photo

Take the picture in a well-lit

room on a flat surface and

r .
Camel’a Uploading Credential
Retake Use Photo
\ J
I'a N\
r )
Agree to Consent to ’ ~
7 . » Use Photo 4 R
se of Information Snap the photo | | Upload
1 J \ 7 . 5
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C. Upload & Submit via the SEC2URE Mobile App — Multiple Documents:

These instructions will walk you through uploading multiple documents across multiple
credential types.

N IntelliCentrics

Home

Visit Badge
Requirements

By Facilities

Policies

wil ATET = 10:25 AM

Credentials € Upload Credentials

S
REPScore
Credentials

Upload Credentials

At least one g
Submission History proof of seaso

Profile

Gallery

10:25 AM

Recently Added

4 )
Select the image(s) from
the gallery to upload

\ J

L. Need Help? 817-SEC3URE | CustomerService.US@IntelliCentrics.com | IntelliCentrics.com ma “ B

Expand the left navigation menu: E

Select Upload Credentials

Select either Camera or Gallery
We’ll use Gallery in this example
Select the image(s) from the gallery
Select Next

Wil ATET = 10:26 AM

€ Upload Credentials

Next

SEC3URE Upload Credential Doc v0.4 | 7
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Mobile App — Multiple Documents (continued):
f) Check the credential type(s) being uploaded

g) Select Next

h) You may Add More documents at this point.
Select Upload.

i) Agree to Consent to Use of Information

wil ATRT = 10:26 AM

€ Credentials

ull ATAT = 10:34 AM

€ Credentials

ull ATET =

. Submission 1 Remove
Please select credential(s) to upload

Outstanding

Professional Certification/
State Licensure

O rteiGentic T — :
S e : KEY TIP: Select Submission History to review the :
i document review status.

Seasonal Flu Vaccine

Submission 2 Remove

Hepatitis B
Radiation Exposure

G 86% mm) 4

Credentia

+]

Status

+]

Queued

Queued

]

Queued
ce of Employer Product/
ife Competency

(+]

Queued

Processed

+]

g Achieved Policies Processed

Processed

Cre
== Processed

<+ Add More . Upload

Facilities

REPScore

Credentials

Upload
£ Submission History
Agree to Consent to oroe
Use of Information
4 B ) 3
Check the
Credential Type(s) | r r N\
3 ) Upload documents Review document Submission
. J History and Status

\ J
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View Submission History:

a) Navigate to the Credentials page and then

You may review your submissions processing history after submitting credential documents. select the View Submission History link
. e L - Search and sort by clicking on the column
@ Requirements Credentials headers'

& My Account Subrmic a credentialfor any single Item below. Multiple ems can be submitted trrough the “Submi Multple Credenias” button at the right ' sstery
+ Facilities show | Al M
Suatus N,
« Facility visits -
| Outstanging Professional Certification/State Licensure W )
- REPStore
+ Credentials View Submission History
+ My Subscriptions I —
+ Profile |
" oot I # Home My Account * Credentials * Submission History
. lessage Preterences
+ Scope Of Service : & Requirements Credentials Submission History
R i
evocations & My Account Show |10 ¥ |entries Search: Q
. Support I
o | « Facilities Status Recerved Date Due Process Date Pages Submit Method Submutted By
Log Out
| + Facility Visits Processed 2018-06-26 09:35:15 b 2018-08-27 2018-06-26 3 Upload (ID: 777663)
| - REPScore Processed 2018.05.18 15:46:11 2018-05.21 20180519 3 (ID: 804201)
ﬂ I . Credentials Processed 2018-01-03 16:01:46 2018-01-03 2018-01-05 5 Upload (ID: 804201
({ VinteliCentrics’ = ————
L Processed 2017-05-07 11:31:45 2017-0%-13 20170912 3 Upload (ID: 777663)
T - 5t ions S
Profile Showing 1 to 4 of 4 entries Previous | 1 Next
+ Message Preferences Credentials Subject To Facility Review
- Scope Of Service Show |10 T |entries Search: Q
+ Revocations Statas Recerved Faeility System Process Date Pages Submst Method Subsmtted By
. Support No data available in table
O Log Out showing 0 to 0 of 0 entries Previous Next
@ IntelliCentrics’
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View Message Log:

You may look here to view messages from IntelliCentrics related to your credential
submisssions. These typically occur when there was something you needed to do differently
concerning proof documents.

Hello, a77653) ()

% Home Requirements » Message Log

@ Requirements Message Logs
« By Requirements Submit Multiple Credentials

« By Facili
y Y Show|10 ¥ entries Search:
- Policies
+ Meeting Requests 2017-89-12 09:11:49 I

fo R CHICKEN POX Document NOT Accepted: What We Accept
Ll Dear Roy Tindula (ID: 777663),
Message LOF‘@ The document you submitted as proof of immunity to Chicken Pox (Varicella) was not accepted.
& My Account According to (DC recommendations for those who work in a healthcare environment, there are three (3) possible ways to fulfill this requj
. Support 1) IGG ANTIBODY TITER TEST for Chicken Pox with POSITIVE results clearly indicated. Equivocal or negative results are considered NOT i}
® Log Out 2) TWO (2) CHICKEN POX (Varicella) IMMUNIZATION SHOTS given at least 28 days apart. Both dates must be clearly documented by a nedicai
3) Medically verified HISTORY of Chicken Pox disease by a medical professional. We do NOT accept self attestations or third party att
*PLEASE NOTE: All medical information must be on DOCTOR/CLINIC letterhead, with your NAME and medical contact information clearly indic
Thank you,
The SEC3URE Team

https://www.sec3ure.com
Help Desk Email: CustomerService.US@IntelliCentrics.com

Previous 1 Next

(O inteliCentrics

2 logs v

L. Need Help? 817-SEC3URE | CustomerService.US@IntelliCentrics.com | IntelliCentrics.com m E n E

Use the left navigation to open
Requirements > Message Log

Enter a credential type in the type-ahead
Search box to sort.
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Need more help?

C;E? ONLINE CHAT

7:00 AM - 5:00 PM Central Mon - Fri

Answered in less than 2 minutes

Connect via CHAT now

EMAIL

7:00 AM - 5:00 PM Central Mon - Fri

Answered in under 10 minutes. After-
hours email promptly answered first thing
next business day.

CustomerService.US@IntelliCentrics.com

PHONE

7:00 AM - 5:00 PM Central Mon - Fri

Calls are answered in less than 2 minutes
depending on call volumes.

Call-back feature now available - we'll call
you back so you don't waste time on hold.

L. Need Help? 817-SEC3URE | CustomerService.US@IntelliCentrics.com | IntelliCentrics.com

in]¥] f]o)

SEC3URE Upload Credential Doc v0.4 | 11



mailto:CustomerService.US@IntelliCentrics.com
https://www.intellicentrics.com/
https://twitter.com/IntelliCentric
https://www.linkedin.com/company/intellicentrics
https://www.facebook.com/pages/IntelliCentrics/176258222506635
https://www.youtube.com/channel/UCl0tI2ujU9BbV5brIXWGYXA
mailto:customerservice.us@IntelliCentrics.com?subject=Supplier%20Rep%20Support%20Inquiry
https://home-c30.incontact.com/incontact/chatclient/chatclient.aspx?poc=012e7792-1bfe-482d-ab15-2b9b0a5f5ddf&bu=4597042

