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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 SEC3URE membership is portable; you only need to submit credential documents one time to gain access to all 
SEC3URE facility locations. SEC3URE 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) 

 B. Internet Browser – Passport Legacy 

 C. Mobile App – Single Document 

 D. Mobile App – Multiple Documents 

 View Submission History 

 View Message Log 

 

  

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 SEC3URE. 
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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. 

 

a) Open your internet browser: 
 - Google Chrome 
 - Microsoft Edge (chromium) 
 - Mozilla Firefox 

b) Sign into your SEC3URE account 
 - https://www.sec3ure.com/login  

c) Select Credentials tile 
d) Select either: 

 - Submit Multiple Credentials button 
             - OR - 
 - Submit Credential button next to the  
   credential you are submitting 

 

  

 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 SEC3URE membership for 
uploading other credentials. 
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Internet Browser (continued): 

 

 

 

e) Select the little checkbox next to the  
credential type being uploaded 

f) Select Choose file(s) to upload button 
g) Navigate to the file location on your PC and then 

double-click the file to upload 
 

 

  

 KEY TIP: The file must be a *PDF document, or 
*JPG/*JPEG *PNG image. The file size cannot be more 
than 8MB. 
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Internet Browser (continued): 

 

 
 

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

i) Select I agree to the Terms and Conditions checkbox 
j) Select the Submit Uploaded Files button 

 

 

  

 KEY TIP: The file name will populate in the data field in step 2 
as:      C:\fakepath\ …. 

  

  

Add file to Upload Queue 

Agree to Terms and Conditions 
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B. Upload & Submit via the SEC3URE Mobile App – Single Document: 

Premium members may upload documents on-the-go using the portability of the SEC3URE 
Mobile App. These instructions will walk you through uploading a single document concerning 
one credential. Base members may not upload COVID-19 or Seasonal Flu vaccination 
credential information at this time. 

If you have multiple pages to photograph and then submit, stack your documents like a tower; 
not train cars. Take the picture in a well-lit room on a flat surface and include space 
surrounding each of the documents. 

 
a) Launch and then log into the  

SEC3URE Mobile App 
b) Expand the left navigation menu: 

 
c) Select Credentials 
d) Select the expiring or outstanding credential 
e) Upload Credential 

 

 

  

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

  

  

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 
 - No – Retake 

j) When good-to-go, Upload the photo 
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Camera 
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Upload 
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C. Upload & Submit via the SEC3URE Mobile App – Multiple Documents: 

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

 
a) Expand the left navigation menu: 

 
b) Select Upload Credentials 
c) Select either Camera or Gallery 

We’ll use Gallery in this example 
d) Select the image(s) from the gallery 
e) Select Next 

 

 

  

  

  

Upload Credentials 

Next 
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the gallery to upload 
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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 

 

 

  

 KEY TIP: Select Submission History to review the 
document review status. 

  

  

Check the  

Credential Type(s) 

Next 

Upload documents 

Agree to Consent to 

Use of Information 

Review document Submission 

History and Status 
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View Submission History: 

You may review your submissions processing history after submitting credential documents. 

 

a) Navigate to the Credentials page and then 
select the View Submission History link 
 
Search and sort by clicking on the column 
headers. 

 

  

  

  
View Submission History 
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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. 

 

a) 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? 
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