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Welcome to the ViaSecure System 

What is ViaSecure? 

ViaSecure is a secure, online system for licensees of Via Licensing Alliance to file reports 
required under their license agreement(s). ViaSecure streamlines this reporting process 
with an efficient, automated system that’s easy to use. 

How does the ViaSecure reporting process work? 

Once you establish an account, your company’s reports can be submitted to ViaSecure 
using online forms or by uploading spreadsheets. After your data is entered, ViaSecure 
calculates the license fees and any applicable taxes.  

For your convenience, all reports you submit as well as your payment history are 
available online. 
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Getting Started – Requesting an Account 

❑ The first step is to request a ViaSecure
account to obtain access.

❑ Visit the ViaSecure.com home page and
click on Licensee to sign up.

❑ Any existing ViaSecure user will
continue to use their already setup
login credentials
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Getting Started – Sign Up With Registration Key 

❑ Fill out all the required fields on the sign-up 
form, then click the Next button. 

❑ On the next screen, enter your 16-digit 
Registration Key, then click the Create My 
Account button. (Your Registration Key can be 
found on the bottom of the cover page of the Patent 
License Agreement labeled “ViaSecure ID.”) 

❑ If your Registration Key is valid, you will see 
confirmation with a button to Login Now. 
You’ll also receive an email message confirming your account registration. 

 

 

❑ You will now be able to log in to the ViaSecure 
system with the email address and password 
you specified when you signed up. 
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Getting Started – Sign Up Without Registration Key 

❑ To sign up for a ViaSecure account without a 
Registration Key, fill out the sign-up form, then 
click the Next button. 

❑ On the screen where you would enter a 
Registration Key, click the Sign Up without a 
Registration Key link. 

❑ On the next screen, you will need to choose 
the appropriate Licensing Program, enter your 
company’s name, then click the Create My 
Account button. 

❑ You will receive a message on screen and by 
email that your account is being approved. 
Please note: it may take up to three (3) business days to approve your account. 

 

❑ Once your account is approved, you will 
receive a follow-up email with a link to the 
ViaSecure system where you’ll be able to log in 
with the email address and password you 
specified when you signed up. 
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Getting Started – Log In 

❑ Log in on the ViaSecure.com home page by
entering the email address and password you
specified when you signed up for your account.

❑ Click the Log In button.
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Log in Help – Forgotten Password 

❑ If you’ve forgotten your password, just click the
Forgot Password link on the Log In screen.

❑ On the next screen, enter the email address you
specified when you signed up for your account,
then click the Submit button.

❑ You’ll receive confirmation that an email has
been sent with instructions to create a new
password.
Please note: If you don’t receive the email within a few minutes,
be sure to check your spam/junk folders in case it goes to one of
those folders by mistake.

❑ For more information on how to create a new
password, see the Account Maintenance page
on how to change your password.
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Log in Help – Invalid Email Address 

❑ If the email address you enter to reset your 
password generates an error message, it may be 
because you don’t have a ViaSecure account. 

❑ If you do have an account but the email address 
associated with your account isn’t working, you 
will need to click the Contact us link for help. 
The ViaSecure Team will be able to help you 
with your account so you can log in. 

❑ If you need to sign up for an account, click on 
the Sign in link to request an account. Please 
refer to the Sign Up instructions for more 
information. 
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Account Maintenance – Profile Information 

❑ To make changes to your profile information 
or update your email address, log into the 
ViaSecure system, then click the figure icon 
next to your name. 

❑ Select Edit Profile from the Account 
Maintenance drop-down menu. 

❑ Make all desired changes to your Account 
Profile, then click the Save Changes button 
at the bottom of the form. 
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Account Maintenance – Change Password 

❑ To change your password, log into the 
ViaSecure system, then click the figure icon 
next to your name. 

❑ Select Password from the Account 
Maintenance drop-down menu. 

❑ Input your current password, then create a 
new password that meets the requirements. 

❑ Must be at least eight characters long 

❑ Must be different than your previous password and 
has not been used within the previous two years 

❑ Must contain at least three of the following: 

✓ An upper-case letter, A-Z 

✓ A lower-case letter, a-z 

✓ A number, 1-9 

✓ A special character (!, @, #, %, &, _, or =) 

 

❑ Input your new password to confirm, then click 
the Submit button. 

❑ Please note: passwords are case-sensitive. 
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Account Maintenance – Terms and Notices 

❑ When you log into the ViaSecure system for 
the first time, you may be prompted to review 
and agree to the Terms of Use. You must agree 
to the Terms to use the ViaSecure system. 

❑ Be sure to review the Terms thoroughly before 
clicking the Yes I agree button. 

❑ Once you’ve logged in, if there are any 
important updates, you’ll see an alert in the 
Notices section of your dashboard. 
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File a Report – Getting Started 

❑ To file a report, log in to your account and 
choose the appropriate licensing program in 
the Reporting sub menu. 

❑ After choosing a licensing program, you’ll see a 
prompt asking you to choose the earliest 
period for which you need to report. 

❑ Once you choose the desired period, you’ll 
see your reporting dashboard. 

❑ The Reporting section displays reports that are 
In Progress or Due and below that will be a 
brief Reporting History. 

❑ To start filing a report, click the Begin Report 
button on the reporting period. 
The most recent period will appear first, by default. 
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File a Report – Past Practice 

❑ If you need to report for a different or earlier 
period, select the desired period and click 
the Begin Report button. 

❑ Past practice refers to any Licensed Products 
sold or otherwise supplied prior to the 
Effective Date of your license agreement. 

❑ If reporting for the first time and accounting 
for past practice, you need to submit reports in 
chronological order, starting with the earliest 
period in which your company sold Licensed 
Products, then proceeding to the most recent. 

❑ If you have any questions on reporting please 
contact ViaLicensee@via-la.com  
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File a Report – Product Categories 

❑ If your license agreement has multiple product 
categories and you have more than one type 
of product, you may need to report under 
multiple product categories. 

❑ Choose the desired period, then on the next 
screen you will need to select the product 
category or categories you need to include in 
your report, then click the Add Data button. 

❑ Select all the appropriate product categories 
you need to report under by clicking the box 
next to “Select,” then you can proceed to add 
data to the report. 
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File a Report – Add Data by Spreadsheet 

❑ You can add data to your report by either 
uploading a spreadsheet or by manually 
entering data in the ViaSecure system. 

❑ To add data using a spreadsheet, you need to 
first download the Excel template linked on 
the Add Data screen, then enter all the 
required data. (Instructions are in the spreadsheet.) 

❑ Once the spreadsheet is complete, you can 
upload it by dragging it onto the area labeled 
Drop your Spreadsheet Here, or you can look 
for it on your computer and select the file by 
clicking Click to Select from Computer. 

❑ After uploading your spreadsheet, the upload 
area will refresh to show that your file was 
uploaded successfully. 

❑ If you need make any corrections, just re- 
upload a new file and the system will replace 
the old file with the new version. 
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File a Report – Add Data Manually 

❑ To manually enter your data for each product 
category, click the Add Data button and 
follow the directions on the screen. You will 
need to do this for each product category. 

❑ If you have no data to report for a particular 
product category, click the checkbox next to 
“Nothing to Report.” 

❑ If there are errors as you enter data, you’ll 
see an alert on your dashboard. 

❑ To make corrections, click the Edit/View Data 
button and the screen will refresh and show 
you the errors. 

❑ Once you’ve made corrections, click the Save 
and Exit button to close the screen and 
return to your report. 
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File a Report – Add or Edit Data 

❑ After you’ve uploaded or manually entered 
your data, you can review and/or edit data 
by clicking the Edit/View Data button. 

❑ On the next screen you can add or edit any 
data as needed, then click the Save and Exit 
button to return to your report. 
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File a Report – Status of Data 
 

❑ Once you’ve completed all required product 
categories and fixed any errors, the data will 
move to the Ready to Submit field and you 
can then submit your report. 
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File a Report – Submitting Your Report 

❑ With all data entered, you are now ready to 
submit your report. 

❑ If you want to associate a purchase order 
(P.O.) number with a report, enter your P.O. 
number in the text entry box located right 
above the Submit Report button, then click the 
Save link. 

❑ The screen will refresh with your saved P.O. 
number and will show an Edit link if you need to 
make any changes. 

❑ If you need to edit the P.O. number, click the 
Edit link, make changes, then click the Save link. 

❑ When you are ready to complete your report, 
click the Submit Report button at the bottom of 
the page. You’ll be prompted to confirm your 
submission. Click Yes to submit your report or 
No to save it and submit later. 
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File a Report – Calculating Fees, Invoice 

❑ As you enter data into your report, the 
license fees are automatically calculated. 
You can review these calculations by clicking 
the View Calculation Summary link. 
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File a Report – Royalty Calculation Summary 

❑ To view the royalty calculation summary, 
click on the Royalty Calculation Summary 
link below the invoice amount on the 
Invoice screen. 

❑ The page will refresh with a detailed view of 
royalty calculations. 
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File a Report – Tax Certificates 

❑ You can submit your tax certificates to Via 
Licensing electronically using ViaSecure. If you 
submit tax certificates periodically in electronic 
form, please keep the hard copies. You still need 
to send the actual certificates to Via Licensing 
once a year and they need to arrive by March 
15th for the previous calendar year. 

❑ To add a tax certificate to your account, click Tax 
Certificates in the main menu at the top of the 
page. 

❑ You’ll need to scan a copy of your tax certificate 
and save it as a PDF file. Then upload your 
certificate by dragging the file onto the area 
labeled Drop your Tax Certificate Here, or you 
can find the file on your computer by clicking 
Click to Select from Computer. 

❑ Be sure to select the appropriate period in the 
“Sold From” and “Sold To” drop-down menus, 
then click the Save Certificate button. 
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Support / Contact Us 

❑ While using the ViaSecure system, you can 
find online support that covers most topics 
relevant to using the system. 

❑ You can contact the ViaSecure team by 
clicking on Contact Us in the left-hand 
navigation on the Support page, or in the 
navigation at the bottom of any page, or 
here: Contact the ViaSecure Team 
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