HD Portal — Upload Files to Hancock & Dana

1) Login to the Portal located at https://portal.hancockdana.com/ClientPortal
2) In the Document List page, select Add Document.
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The Hancock & Dana Portal is designed to work with Internet Explorer versions 6 through 8. Please make sure
portal.hancockdana.com is added to your list of trusted sites.
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3) Select the Browse button on the next screen and add the files you wish to upload.
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4) Press the Upload button to send your files to Hancock & Dana. [Note:If you selected

the wrong file(s), simply check the box next to the files you want to remove and press
the Remove button located next to the Browse button]
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The Hancock & Dana Portal is designed to work with Internet Explorer versions 6 through 8. Please make sure
portal.hancockdana.com is added to your list of trusted sites.



