Training Guide to
How to Upload an Existing Paper
Complete Advance Directives
Advance Care Plan

Welcome!
Thank you for taking this important step to make sure your wishes are known
in the event of a health care crisis. Now more than ever, it is important to plan
ahead before an emergency happens.
Voice Your Choice is proud to offer an online tool that allows your advance
care planning documents to be easily accessed in an emergency and mobile
across all types of health care settings and providers. We are committed to
supporting you in uploading your advance care planning documents. This
detailed step-by-step manual will guide you through the process. If you would
like to explore additional tools and resources, please see the community
resources page on the Voice Your Choice website. We hope you find this
guide and all the Voice Your Choice materials helpful. Please feel free to share
these resources with your friends, family, and colleagues.
If you need additional support, please visit the Voice Your Choice website
where you can find resources that will provide key information about advance
care planning.
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Creating Your Account
Step 1: The Voice Your Choice Website Portal
The first step to creating your online advance care plan is to go to your web
browser (e.g. – Google, Bing, Explorer) and type in www.VoiceYourChoice.org.
This will bring you to the Voice Your Choice website (see picture below).
Click on the COMPLETE YOUR ADVANCE CARE PLAN green button. Once you
click, a new tab will open automatically taking you to the online advance care
planning platform.

Step 2: Register Your Account
Voice Your Choice partners with MyDirectives to offer you this free online
advance care planning platform.
Once the platform loads, click on the New User button:
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Create Your Online Account:
1. Fill in your first and last name
2. Choose a username
3. Enter your personal email address (NOT a work email address)
4. Provide your phone number (optional)
5. Click on the upside-down triangles in the calendar dropdown menu to enter

your date of birth
6. Alternately, you can use Facebook or your Apple ID to sign up
7. When you are finished click the SUBMIT button
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You will see a confirmation message that informs you that an email has been
sent to you.
1. Open a new tab on your browser and go to your email

*Important: Do not X out the current tab or type in your email
1

When you open your email, you should see an email from
info@mydirectives.com with the subject: “Confirm your email address on
MyDirectives.”

If you did not receive an email:
a) Wait for a minute and refresh your inbox
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b) Check your spam folder
c) If neither of these options work, return to the Voice Your Choice tab
with the email confirmation message and click on the blue text I did
not receive the confirmation email

c

When you open the confirmation email, you will see the message below.
1. Click the blue Continue button which will open a new tab
2. If the blue Continue button does not redirect you to a new tab:

a. Copy the blue underlined URL text
b. Paste the text into a new tab in your browser and hit enter

1

2a

6

Next, you will see the page below.
1. Create a password that includes at least 1 capital letter, 1 lowercase letter, 1

number, 6 characters, and does not include spaces
2. Enter the same password in the second text box to match the first

*Important: All the text lines in the grey box will have green check marks next
to them once your password includes all the required entities.
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*Important

1. Check the box to agree to the Terms and Conditions of Use
2. If you would like to read the details, you can click the blue text
3. Click Save and Continue
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Uploading Documents
1. Scroll to the top of the webpage and click My Dashboard
2. After the Dashboard displays, choose:

a) Add Documents OR
b) Document Upload on the right side of the page
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3. The My Documents and Files page will load. Go to the bottom of the

webpage and click: Select a File
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4. You will be given access to your saved files on your computer. Choose which

file you want to upload. (You may only choose to upload either images 7 MB
or smaller, PDFs 50 MB or smaller, audio 50 MB or smaller, or videos 75 MB
or smaller – Word documents are not feasible.)
The name of the file will appear in the box labeled File name.
a. After selecting the document, make sure the name of the file
appearing in the File name box is correct.
b. Click Open.
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5. A preview of your file will appear. Provide the information requested to

complete the upload.
a. Type in a name for the document.
b. Click on the dropdown box and select the type of form
c. Enter the date the document was created.
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6. Review the document in the preview window.

a. Review all pages of the document using the navigation arrows.
Clicking the single arrows (“<” and “>”) will advance the document
to the next page in either direction, click the double arrows (“<<”
and “>>”) will advance the document to either the beginning or the
end.
b. Review the entire document to ensure that you have uploaded the
correct document.
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7. After reviewing the uploaded document:

a. If you need to replace the document with another one, click:
Replace. You will be able to choose another file from your
computer, as described above.
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b. If you would like to upload more files, you can choose Save and
Add New
c. Once you are satisfied with the document(s) you uploaded, click:
Continue.
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8. To view documents you have uploaded, go to the section in the middle of

the webpage titled: Uploaded Documents. Your uploaded documents will
be listed as show below. You have the option to Edit, Delete, or Download
any of the documents you uploaded by clicking on the appropriate link to the
right.

Optional - Identity Verification Step
On the platform, you have the option to verify your identity by providing
additional information. By doing so, you help your health care provider to
confirm that the advance care plan uploaded is in fact yours. This is particularly
important in cases where your name may match other names in the database.
To verify your identity, complete the following steps.
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Step 1: Login and Go to My Dashboard
1. If you have logged out, log back into your account.
2. If it does not automatically come up, scroll to the top of the webpage, and
click on “My Dashboard.”
3. After the My Dashboard page loads, click on “My Account.”
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Step 2: Enter Additional Identifying Information
1. In the “Identifying Information” section near the top, fill in additional
identifying information requested. The only additional required information
include:
a. Gender
b. Address

13

1

1a

1b

2. Provide as much of the additional optional information as you are
comfortable with. The more information you provide, the easier it is for
your health care provider to confirm that this is in fact your account.
a.
b.
c.
d.
e.

home phone number (optional)
mobile phone number (optional)
social security number (optional)
driver’s license (optional)
photo (optional)
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Step 3: Verify Your Identity or Opt-out of Identity Verification
On the same “My Account” page you can further verify your identity or choose to
opt out of further identity verification.
1. To verify your identity further, provide the required information in the
“Identity Verification” section:
a. social security number
b. mobile phone number
2. You can also verify using your social security number and a credit card
number by clicking the “click here” link in “Please click here to switch to
the validation with a credit card.”
3. Then click “Verify Identity”
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4. To opt-out of identity verification:
a. Enter a “fake” social security number and mobile phone number,
such as shown below
b. click “Verify Identity”
c. When the system cannot verify your identity with the information
provided, a new button will appear, labeled as: “Opt-Out of Identity
Verification.” Click on that button.
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d. Once opted out, the webpage will confirm that you have opted out of
identity verification by displaying the message “You have opted out
of Identity Verification.”
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5. After entering all the information you wish to provide, click “Save” at the
bottom of the screen.

6. You can now logout of your account, by clicking “Sign Out.”
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Congratulations!
You have uploaded your advance care planning documents. Now your values and preferences
will be known if you are unable to speak for yourself, your plan will be more accessible in an
emergency, and mobile across all sites of care. Be sure to let your doctor, health care agent and
those who matter most to you, know about the upload of your advance care planning
documents. You should also review your documents periodically. You can set up a reminder on
your account and choose the frequency. There are more tools in the “Additional Resources for
Online Advance Care Planning” guide that can be found on the community resources page.
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