
DoD Safe Instructions for Pick Up and Drop Off  

DoD Safe Main Page (https://safe.apps.mil/) 

 

Pick Up (Downloading Files) 

You will receive an email that will look like the example below, with some differences based on the 
Specialist sending the request:  

 

The important pieces here are highlighted above. If you are unable to use the link exactly as is, you may 
go to the DoD Safe site (Https://safe.apps.mil/), select the Pick-Up button and enter the highlighted 
information. If you do use the link you will go directly to the DoD Safe pick up page with the Claim ID and 
Recipient Code already pre-filled, as shown here:  

 

To access the file, simply enter the Claim Passcode as shown in the email (you can copy and paste the 
passcode) and click “Pick-Up Files” 

https://safe.apps.mil/
https://safe.apps.mil/


The next screen shows the file (s) to pick up. You can select each file as shown below or click Download 
All Files: 

 

Since the files contain Subject PII, it will be encrypted. Please refer to the initial email you received 
which included the passphrase. You will need to enter the passphrase (or CTRL V) into the below box as 
shown when downloading the file(s): 

 

You can also uncheck the box to show characters so you can check your passphrase before clicking the 
OK button.  

 

 

 

 



Drop Off (Uploading Files) 

You will receive an email with a Subject line similar to the following: [DoD Safe] Smith 
Documentation/Record, with Subject’s last name (Ex Smith) and the type or Release/Document being 
requested: 

 

As before, you can click the link (as highlighted above) copy and paste the link, or simply go to the DoD 
Safe site as outlined in the first page of this document and select the Drop-Off button. 

 

For the “To:” field, please do not make any changes.  

When you upload the file(s), there is the top right box highlighted that says “Encrypt every file 
(REQUIRED FOR CUI, PII, AND PHI)” you MUST select this top box as DoD Safe will not prompt you to 
check the box and create a unique passphrase that you will need to provide us separately so that we can 
retrieve the files. 

  



The second box (which is checked by default) means that you will get an email notification when your 
documentation/record has successfully sent. The third box (also checked by default) is when you will get 
a notification when we have picked up the documentation/record.   

To upload the file you have two options. You can simply click and drop the files from your computer 
storage to the blue button at the bottom of the screen that reads “Click to Add Files or Drag Them 
Here”, or click that same button to open a dialog box to upload. Selecting files here will add them to the 
upload section as well: 

 

You may enter a description for each file, but you do not need to do so.  

 

 



Once you have uploaded all requested files, you will have to check the above box highlighted by 
confirming the files you have uploaded do NOT contain classified information. Once this box is checked 
and you have confirmed you have encrypted the documentation/record, you will be able to click the 
button “Send Drop-off”  

 

 

Once you reach this screen above showing that the Drop-Off was completed, you can safely leave the 
DoD Safe web site. 

After you have completed the upload, please respond to the email you received from the Investigator to 
provide them the passphrase you used to encrypt the files.  


