
DoD Safe

Process for sending files with



No need to send documents 
to DIRAUX by US Mail

Send scanned documents 
electronically to DIRAUX through 
DoD Safe

DoD Safe is a secure file 
exchange site for the DoD



Simple 
Process

• Send an email to (d05-smb-d5-diraux@uscg.mil) 
DIRAUX shared inbox requesting a “DoD Safe 
Drop”

• DoD Safe then sends you an email with 
instructions
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Click on the link 
sent



INSTRUCTIONS
• After clicking the link in the 

email, you will be taken to 
DoD Safe

• Check the box at the bottom 
to confirm that the file does 
NOT contain classified 
information

• If the file being sent has 
Personal Identity Information 
(PII) then check the first box 
so that it gets encrypted 

• It will then prompt you to 
enter a passphrase



INSTRUCTIONS
• Enter and re-enter a 

passphrase and select 
OK

• Remember to send this 
passphrase you created 
to the DIRAUX shared 
inbox after you get 
through these slides

• Then select “Click to Add 
Files or Drag Them Here”



INSTRUCTIONS
• File Explorer (PC) or 

Finder (MAC) will open 
automatically

• Find the file(s) you want 
to upload

• Click on the file(s) that 
you need to send

• Click “Open” at the 
bottom right of the 
screen (not shown here)

• Note: MULTIPLE files can 
      be sent on this one Safe
      drop. Make sure each
      file is in its own 
      separate PDF



INSTRUCTIONS
• If previous steps done 

correctly, you should see 
the file name appear 
below

• Enter File Description



INSTRUCTIONS
• Then click on “Send 

Drop-off”



• Once the upload completes, 
you will see this screen 

• Says “Your files have been 
sent successfully

• You’ll see your file or files 
listed below

• Select “Print Details” (upper 
right) for your records



Email 
Confirmation will 
automatically be 
sent to you  from 

NGSafe





Backup



• Contact email needs to 
be Margaret’s; this is 
John Leben’s email
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