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Instruction on how to upload document securely to the Mason Student Services Center  
 
Uploading the signed document to the MSSC secured portal 

 
1. Complete the form and sign as needed. 
2. Save the signed document into PDF. 
3. Once the form is completed and signed, please go to https://mssccheckin.gmu.edu/ to submit the form securely 

to the Mason Student Services Center.  
4. Begin checking in by answering questions. Click Next.  

 
5. Under “Which area of the university do you need assistance with?” 

Choose “Document Drop-off” 

 
6. Under “Document Drop Off”, select “Student Accounts” 

 

  

https://mssccheckin.gmu.edu/
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7. Please answer all questions with *. Click the check box to agree to the consent. Click Next. 

 
8. Once you click next, you will be given with a case number. Click Submit My Case.  

 
9. In the email that you provided when submitting your case, you will receive an email from Mason Student 

Services Center.  
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10.  Click the link above, it will take you to log in using your net ID. 
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11. Select appropriate radio button and click Accept. 
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12. Mason Student Services Center Secure document Submission portal will be displayed. 

a. Make sure to enter the Case Reference # 
b. Type the Document Description 
c. Click “Choose File” to locate the file that you want to load and click Next 

 

  

Document Name 
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13. Please note when the file is loaded, the title of document will be displayed.  

 
14. When you click Next, Electronic Signature will be displayed. Please type your name to sign electronically.  

 

 
 

15. Your form is submitted to the secured portal. 

 
16. You will receive an email confirmation of Secure Document Submission. 
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