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Overview 
BI S CO M  SE CU R E  F I L E  TR A N S F E R  is used to exchange large 
files (greater than 30MB) between Duane Morris and our 
clients and outside parties in a secure and encrypted manner.  
Similar to an FTP site, clients and attorneys can upload and 
download documents that are too large or impractical for 
email distribution. 

A P A C K A G E  is a collection of files.  After ten (10) days, 
packages expire, are no longer accessible and all of the 
contents will be removed from the server. 

Opening a Delivery 
A P A CK A G E  of files is made available through D E L I V E R I E S .  An 
email notification is sent with an embedded link to access 
your package. 

 
1. From the email notification from Duane Morris, click the 

VI E W  D E L I V E R Y  button. 

The Biscom login window displays. 

 

2. As a first time user, click the H E R E  link to register. 

Registered users should enter their username and 
password. 

The User Registration page displays. 

3. Complete all required fields, including the fields to enter 
a security question and answer to enable the ability to 
reset your password should it be forgotten. 

 
4. Click RE G I S T E R . 

A confirmation email is sent to the email address provided in 
the User Registration form with an activation code link to 
click. 

5. From the confirmation email, click the A CT I V A T I O N  L I N K  
in the confirmation email. 

 
Your account is activated and an email confirmation is sent 
confirming activation. 

6. From the activation confirmation email, click the 
E M B E D D E D  L I N K  to access the login page. 

 



7. Login in using the newly created account information – 
the email address and password. 

The Biscom home page displays with details about your 
deliveries. 

Downloading Packages 
1. Click the SU B J E CT  of a delivery to open the package. 

 
2. Either select all attachments in the package and click the 

DO W N L O A D  AS  Z I P  button or download each file 
individually by clicking a filename link. 

 

Replying to a Delivery 
1. Reply to a secure delivery by clicking the RE P L Y  or RE P L Y  

T O  A L L  button at the bottom of the delivery. 

 
The Reply dialog box displays with the ability to attach files. 

 
2. Optional: enter a S E CU R E  M E S S A G E . 

A secure message can only be accessed if the recipient logs 
into Biscom. 

3. Drag and drop files anywhere on the reply dialog box to 

upload documents or click  to select 
files from the CH O O S E  F I L E  T O  UP L O A D  dialog box. 

 
Confirmation of uploaded files displays in the lower left 
corner and the files appear in the Files box. 

To up l oad  a  f o lder  of  f i l es ,  c rea te  a  z ip  f i l e  
p r ior  t o  the  up l oad .  

4. Click SE N D  to upload your files and send an email 
notification message to the recipient(s). 

The Delivery created confirmation displays and saves any 
external email addresses entered into the recipient fields to 
your Biscom contact list. 

 
5. Optional: add additional details for each external email 

address added to your contact list and click UP D A T E  
CO N T A CT S . 

Once a recipient opens the package, a notification email is 
sent to the sender. 


