Mail Express Secure Email Instructions

Before you start you will need D.A. Townley Dropoff Portal
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1. Direct Deposit Registration — health@datownley.com e
2 Health and Welfare Benefits and Claims — health@datownley.com
3. Weekly Indemnity Benefits and Claims — wiclaims@datownley.com s s
4 Pension Benefits and Contributions — pensions2@datownley.com B
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Step 1

Open the D.A. Townley Mail Express Dropoff
Portal: https://me.pac.bluecross.ca/dropoff
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Mail Express Secure Email Instructions

D.A. Townley Dropoff Portal

BACIF

Step 2 - Enter your email into the Sender email

» Youremail@address.com
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Sender email

health@datownley.com

Attach File(s)

Step 3 - Enter the D.A. Townley recipient email address _
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Step 4 - Attached forms and files

You are required to attach at least one file and can attached up to 10 files

Attach File(s) 1. Click the Attach File button

Attachments (maximum 10 files and 2.0 GB)
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3. Click the Open button
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4. Verify the correct file is attached atachments (maximum 10 files and 2.0 GB)
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Extended Health Claim - Group 5589 - John Smith
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See attached

Message delivery options [+]

Please enter the text you see above.
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D.A. Townley Dropoff Portal
Welcome | Sign in | Help

Send Files
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Step 5 - Complete the Message subject
o B0 cross | DA Townley

Union or Employer Name Your Name

Benefit Type
\ l / youremail@address.com
Health and Welfare | lJnion Name Employer Name {John Smith|

health@datownley.com

Attach File(s)

Attachments {(maximum 10 files and 2.0 GB)
& DAT_EHB_Claim_form_2018 ENGL.pdf Remove
im - Group 5589 - John Smith
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Step 6 — Enter the message body -
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Your question or information goes here. This 15 a required field.

ease enter the text you see abov
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Step 7 — Send message body securely

Message delivery options [-]

[J Send message body securely using Mail Express®
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Knowledgsbase | Contact Us

If you have included personal information in the
message body you can opt to send it securely.

Click the blue [+] sign
D.A.Townley

Check the checkbox
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Step 8 — Enter the captcha (security) code D.A. Townley Dropoff Portal
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Please enter the text you see above. '
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. Attach File(s)
Step 9 — Send the Email IR,

Extended Health Claim - Group 5589 - John Smith

Step 10 — Confirm email sent

ecpngw Reset Captcha

Successful Send Receipt

Thank you for using Mail Express@. Please see below for a summary of your transfer. Send another package.
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