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Cloud-Based Mailroom

Password Reset Procedure

The portal provides a secure self-service password recovery mechanism. This process ensures that
credentials are only delivered to the authorized corporate email address associated with the user
account.

1. Self-Service Password Reset (User Workflow)

Step 1: Recovery Initiation

The user navigates to the login portal and selects the "Forgot Password" option.
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Login
Username
Enter your E-mail

Password

Enter your password @

Login
Forgot your Password? ‘—

Login to access the Docusend Repart Portal for activity
updates, the Image Bank for document viewing or the
Administration tool to update user access.

'Not a DocuSend® user yat? Your account will be created when
you upioad and pay your first flie.

*This portal is updated when your decurments are released Into the mall stream. Documants are mailed in one to two business days.
*Docusend retains your after the . AIter Six MoNths, your documents ara removed from the portal and can ne lenger be aecessed.

Step 2: Email Validation & Request

The user must provide their registered corporate email address. The system validates the account's
existence before proceeding.

BDecuséd..

Password Recovery
Recovery Email:

Enter a Recovery Email Address

Go to DocuSend

*This portal s Updated when your decuments are released inte the mall stream. Documents are mailed in one to twe business days.
*Docusend retains your documents for six months alter the malling dote. After six moniths, your documents ara removed from the portal and can no longer be occassed.



%Docusgr?gl.m

Cloud-Based Mailroom

Step 3: Secure Link Delivery (Email)

The system dispatches an email containing a unique, single-use, and time-sensitive reset link. This
ensures that the recovery process is tied exclusively to the user's access to their corporate mailbox.

Evidence:

Reset Your Password

Hello, User

We received a request to reset the password for your account. If this was
you, click the button below to create a new password.

Reset Password

f the button doesn't work, copy and paste this link into your browser
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4. Forced Credential Update

Upon clicking the link, the user is redirected to a secure portal page. The user must define a new
password that complies with the Company Password Policy (complexity, length, and variety).

DocuSend Portal

Passwerd Recovery

[# New password

+/Confirm password

Password requirements
Minimum 12 characters, must include at least:
X 12+ characters X Uppercase letter (A-Z) X Lowercase letter (a-2)

OG-

X Number (0-9) X Special character: | @#$%&*

4 Allowed specials: 1@#$%&* () [1{} [;1,.7-

Reset password & sign in

Back to login
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Step 5: Completion and Confirmation

Once the new password is saved, the recovery link is invalidated, and the user can proceed to log
in using the new credentials.

DocuSend Portal

v~ Password changed successfully! Redirecting

'+ New password

ssssssesesenene @

+ Confirm password

esssssesssscses @

Passwords match

" Password requirements
Minimum 12 characters, must include at least:

v 12+ characters + Uppercase letter (A-Z)  Lowercase letter (a-z)
v Number (0-9) / Special character: '@#$%&*()[1{}[;:.2-

B Allowed specials: 1@#$%&* () [1{}[;:,.7-

Reset password & signin

Back to login



