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JOB AID 

Secure Email Instructions 

For External Email Recipients 


Register Email Account 

To use the Secure Email system, you wi ll need to Register your personal/business email account. 

When you receive a Secure Email, open the emai l and click on View Message. 

Secure Message Delivery 

From: 
Subj«t 

Message a,ailab onhne un I ll/22/2013. Use your ~m,ord to ,mm tt>e message 

The User Registration window wi ll open. Once your email account is registered, click on View Message to open the Secure 
Email lnbox. 

NOTE : passwords must be a minimum of eight characters and contain a mix of: 

• Upper/lower case letters (e.g. A, B, C... a, b, c, d) 

• Numerals (e.g. 0, 1, 2 ,3 ... ) 

• Symbols-(characters not defined as letters or numerals (e.g.' - ! @ # $ % " & * () ...) 
If your password is incorrectly entered ten (10) times, the system wi ll lock your account to protect 
the data. If this occurs, you cannot use the on line password reset option and will need to contact 
your representative to have your Secure Emai l password reset. 
Please also note: When setting up your password, the system error messages do not indicate your 
passwo rd is incorrect because it is not eight (8) characters or is missing a symbol. Be sure to follow 
all the password parameters listed above. 



Complete all fields and click Save. 
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Er le• Pas5•.,01d. 
ou pa~r;••ord niu~ be II e!st g cha' KI~ aid mus: corra,i a1 ea:1 :,,:e letter. re nLIThef one ~nn!>ol 1peoal characer. 10<.r ;ia:s..ud r.:a, 11c1 c0'1ian Illar~ S!llCts 

Clicking on Save, will open the email in your secure inbox. 

t .._,."1~.-1 't JrC"tTl.1, 1 , t twhr ,nJrt· ...... ·'"""' ,,. r,11 al 

•cplu 

When you are ready to exit the Secure Email system, click Logout in the upper right hand corner. 
mi,~ =;;;_- =;;;;..;;=;;;..., 

n.. _ 
s.aar. ,mt IP, rw..:a 

Your Secure Email will be available for review and/or action for 30 days from receipt. 

Forgetting your Password 



From: 1 
Subject 

Emai Add1ess: 

Pa!;~'IOfd: 

~ 
Forgot YourPassword? 

Log In 

( L ogin Help ) 

Page 3 of 7 

When you receive a Secure Email but cannot remember the password, open the email and click on View M essage. 

Secure Message Delivery 

A Login window will open. 

For login help, click on Login Help for tips about login issues, messages blocked due to spam filters and browser security 

settings. 


Click Forgot Your Password? 



I 

' Login 
' 

Email Address: YourEma11Address.carrier 

Password: 

Loam Help I
Forgot Your Password? 

[i_ogIn] 
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You will have two options to retrieve your password: 

Password Hint and Reset Password 

Login 

YOIII' efflWORI ~ be ilt ~ 8 dia • 
enc rudlo 1!11 one s)'lllbol. ~ d, 

i;pare. 

l.09 n 

Password Hint Phrase 

To see your hint phrase added during registration, click on the Password Hint t ab. 

Login 

)C 

The Secure Email system will send your hint phrase to your personal/business email. Open th e email received in your 
personal/business email to view your Password Hint. 



VOU1 pass-.vo,ll tw t phrase 1s 

SC 

~ !OUT 

MailGate SC Account Password Hint 

l':t ,er..,.,~d, t1r IPCU?S. f, ~our p;ir~ 11 hnt 
Your ~~.:.d ' fisa-; , You, IM t Phrnse 
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If you remember your password from your password hint phrase, type the password in the Login page and click Log In. 

login 

-1me 
net< 

X 



ENT-OUT MJIJGlbl N • , ,,,. ~~ 

MdilGate SC Pas!t-word Reset 

rn Aug 30 1S ' ll l7 POT JOll 
ll " 10 0 I)) 172 

ti vou h.,·f oot reeu~ed this password r~ C\lll~lt T01Jr Deb Oent.31 r , esmc~tr.e 

tu:t 8 dwau..."S ,nd m.r.· ~ 
"""'~""',t.,1 dllfartc". Your pazm,rd 11\J'f nat CGIII 
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Reset Password 
To reset your password, click the Reset Password tab. 

Login 

• to r«me 11:e 

cine ltttD 
:i 

The Secure Email system wi ll send an ema il to your personal/business email account w ith instructions and URL to use 

when resetting your password. 

Click on the URL within the email to open the Change Password window. 


AR~t Your Mar Gate SC PdSsword E 

Complete all fields in the Change password window. Enter your new password, confirm the password and enter a new 
Password Hint Phrase. Remember to use t he password requ irements listed in the Register Email Account section. 



Ch.in9c, P,1\,word 

rIe:1·, Pa$So"Otd. 

CoN11m P,lS$, ,Ofd: 

Int , 

Ltaw To f d:>ff 

--, 
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Then click Save. 

~~.,ord t- •• P!,Q'W. 

Your pw:-.,,ird fl'u~ be i t lea1t 8 chilractm end rnu~1co,,n o ai leMt one 1..11~ o ,e ,_,.,, - s,mbol $11eml cfl~ a c,. Yo,,r P~S"i'l'Old mar no cont " bl ~1, Sfll'Ces.I[ Save ~ 

You will be directed to a new Login page. 


Log in with your email address and new password. 


Login 

Emm Adtlress: 

Pa::"W"'rd: 


Loa nHelo 


Forgot YourPassword> 


Log [o 

Logging in will take you to your Secure Email In box. 
Click on the email to be opened. 




