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HMS DocuLink Submission Portal Instructions 

The HMS DocuLink Submission Portal is an SSL-encrypted site for Participants in the STS National 
Database Audit to respond to data requests from the HMS Review Team. This portal is distinct from 
other document submission procedures for STS and should only be used for the specific request.  
The URL provided in the document request email is unique to the request and to the organization 
for which the request was made. 

Downloading Clinical Episode/Beneficiary Data: 

1. Access the HMS DocuLink URL provided in this notice. 
Note that the HMS DocuLink portal uses two-factor authentication to download files and 
only the primary contact with access to the email listed above may be able to retrieve this 
list.  Email sts@hcmsllc.com if assistance is needed. 

2. Click on the “Request Passcode” box.  A unique passcode will be emailed to the point of 
contact email address identified at the top of this notice. (Figure 1) 

Figure 1: Request Passcode 

 
3. The passcode email will only go to the original recipient of the notification email, if 

forwarded that user will not receive the passcode email. 
4. This passcode will expire after its first use within 15 minutes.  Subsequent attempts to 

download this file will require the point of contact identified in this notification to request an 
additional passcode.   
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5. Once passcode is entered, the following file may be downloaded to a local drive.   
6. IMPORTANT: this file contains PHI.   

Uploading Clinical/Administrative Documentation: 

1. Once the requested medical records are collected and prepared according to the initial 
request, access the portal using the link in the initial request email.  The participant begins 
the file upload process by clicking on the “Select” button in the Upload Files section of the 
portal. (Figure 2) 

Figure 2: Submission Portal Upload tool 

  



 

 

2. A pop-up window appears where the participant locates prepared files saved to their local 
drive.  (Figure 3) 

Figure 3: Portal with local drive popup 

 

 

3. Once the applicable file is highlighted, click “Open.”  (Figure 4) 

Figure 4: Portal with popup containing selected files 

  



 

 

4. Once file for upload is selected from the Participant’s local drive, each file is displayed in the 
upload files area with a green circle next to it.  This indicates the selected file(s) are valid and 
is pending for upload (Figure 5). Enter a brief summary or description of the file(s) being 
uploaded in the Upload Summary field (OPTIONAL). 

Figure 5: Submission Portal showing file pending for upload 

  

5. Once selected data files are ready for upload, click the green Upload button (Figure 6) to 
transfer files to the audit contractor site. A confirmation page appears if upload is successful 
(Figure 7). 

Figure 6: Upload screen in portal 

  



 

 

Figure 7: Upload confirmation screen in portal 

 

The Confirmation page provides a list of uploaded files, the date and time of upload, and a 
confirmation number.  Print this page or document the confirmation number as a receipt and 
evidence of the documents uploaded. 

Thank you for your efforts. If you experience any technical difficulties during this process, please 
reach out to the HMS Review Team at sts@hcmsllc.com.  
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