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JOB AID

Secure Email Instructions
For External Email Recipients

Register Email Account

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

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

Secure Message Delivery
From: ilSande
Subjut How to Register your email account when you receive a secure email [secure delvery]

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

NOTE: passwords must be a minimum of eight characters and contain a mix of:
e Upper/lower case letters (e.g. A, B, C...a, b, ¢, d)
e Numerals (e.g.0,1,2,3...)
e Symbols-(characters not defined as letters or numerals (e.g. "~ | @ #5% " & * () ...)
If your password is incorrectly entered ten (10) times, the system will lock your account to protect
the data. If this occurs, you cannot use the online password reset option and will need to contact
your representative to have your Secure Email password reset.
Please also note: When setting up your password, the system error messages do not indicate your
password is incorrect because it is not eight (8) characters or is missing a symbol. Be sure to follow
all the password parameters listed above.
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Complete all fields and click Save.

B st iame: ]
Emai address: [Fouwrtmaihgoresagicarmer.com_|
| et { === e e l X

on Save, box.

Lulgect: How to Ragister powr smad arcount when you receive & secure sl from
From: “SecureEmailSender ~SSencer@amail com»

Ta “WON-DettaDental Account™ Mt coount@emsi cogs

Date: 29 Asgusk 2013 11:5¢

Expires in: 30 days

Test fior Secure email Regutration
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When you are ready to exit the Secure Email system, click Logout in the upper right hand corner.
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Your Secure Email will be available for review and/or action for 30 days from_receipt.

Forgetting your Password
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When you receive a Secure Email but cannot remember the password, open the email and click on View Message.

Secure Message Delivery

From: Socursss s
Subject: How to Regist

your email account when you receive a secure emall [secure celvery]

Message available online until 11/22/2013. Use your password to access the message

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.

Login

Email Address: YourEmailAddress carmier

Password:

S Your P ?

| LogIn |

Login Help

Click Forgot Your Password?



Login

Email Address: ikl
Password:
Login Help

++ Forgot Your Password?

You will have two options to retrieve your password:
Password Hint and Reset Password

Email Address YowEmailAddress com

Password:

Login Help
Lo Your Pasgy ?
If vou have already set the hint phrase please chick Password Hmt to receive the b

phrage by emaid, Cthermse chick Peset Passwvoed,

t comtain at least one letter
it pasmword may not contain

8 charatens and

ecial character

Your pasoword must De at leas
one number. and one symbol
blank spaces

Password Hint | | Reset Password |

 v—

Password Hint Phrase

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

Login (
v submidted X
| for paswword hent phrase

Emanl fuddr e Ema 1
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1 Y [
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ase | eraise yoel.

Lodg In |

t

| Login |

o
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The Secure Email system will send your hint phrase to your personal/business email. Open the email received in your

personal/business email to view your Password Hint.
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Your password hant phrase i1s

N.l
]
3
‘

ENT-OUT MailGate Notilier g Aurway | Ma

ENT-OUT MailGate Notfier <1

MailGate SC Account Password Hint

four request for your password hint.
wd hint phease 15.°Your Hint Phrass”

If you remember your password from your password hint phrase, type the password in the Login page and click Log In.

Your request is now submmitted.

x
Please check vour emad for password hent phrase

Emad Addtess \"ULi'E‘n'dr Address com
Password!
Login Help
w Forgot Your Passveord?

If you have already set the hint phrase please dick Password Hint to recerve the |

phrase by emad. Otherwise dick Reset Password

Y¢ ord mu characters and must ¢

o ar special charadter, ¥

blank spaces

Password Hint Reset Password |
=Log In
L
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Reset Password

To reset your password, click the Reset Password tab.

Your request & now subritted x
Flease check your emad For passward reset inctructions. :
|
Email Address YowEmallAddress con |
|
Pateword |
|
|
ck Pasword Hnt to recerve the hint
|
|
" t beast B characte east one |ette }
e DU wymbol(special char oot ain |
blank spaces |
1
Password Hint | | Reset Password |
|
| Log In |

The Secure Email system will send an email to your personal/business email account with instructions and URL to use
when resetting your password.

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

Reset Your MailGate SC Password =
ENT-OUT MaifGate Notifier <04 Y | 258 PAJ ¢S sassules 390 b
MailGate SC Password Reset

assword
d, go lr‘@-l MadGate SC P.;‘..n..nD

d untl Fr Aug 30 15:13:37 PDT 2013
een submitted from [P Address: 10.0.133.172
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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 the password requirements listed in the Register Email Account section.
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Then click Save.

Shonpeivammnnd i : i add . ) ftonainat .
Newvi Password: eesssane

Confirm Password: oo;;occd

Password Hint Phrase: |NewHIintPhrase

Your password must be at least 8 characters and must contain at least one letter, one number, one symbol/special character, Your password may not contain blank spaces.
(s lwe

You will be directed to a new Login page.
Log in with your email address and new password.

Email Address:

Password:

Login Help

.+ Forqot Your Password?

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