
Secure Document Upload 

User Instructions 

 

 Uploading Documents using the Secure Document Center 

This is used for the wellness activities that require proof, such as walk/runs, annual physical etc.  

1. Click Upload Center in the top menu bar of your MyHealics Dashboard 

 
 

2. Select Browse to locate the document you wish to upload.  Under Document Type, select 
Wellness Program Points and add any notes.  Click Upload when ready to submit the document  
Please note there is a maximum size document and support file types allowed for the upload.  If 
you are uploading from a personal device and the file size is too large, you may want to scan and 
upload from a City computer.  
  

 
 



3. A confirmation will appear once the file has been loaded. Click Ok to continue 
 

 
 

4. The document will appear under the Uploaded Secure Documents, along with options to 
download and delete documents 
 

 

Please allow 1-2 business days for Healics to verify and award credit for documents submitted  


