Secure a document

Documents in Eos can be secured so that they don't print out when the claim file is

printed for review or for other purposes.

How to:
e Secure a document

e Tips

To secure hard-copy or electronic documents you must select the 'Secured' Security Level option at
the time you are completing the Metadata Capture screen (hard-copy) or Upload a new document
screen (electronic), as once the documents are in the system with a status of either 'Received’,
'Signed' or 'Complete’ the document properties cannot be edited.

If the Document Type ‘Legally privileged advice/ documents' is selected the Security Level defaults to
‘Secure’.

Secure a document

Step 1

Open the claim and go to the Documents tab then the Documents for Claim sub-tab.

Step 2

Select an existing document from the list and click Properties.
- Note that if you are generating the document, you can edit the Document Properties screen either
before or after the document is generated.

Document Properties TSN
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