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Getting Started 
 
Registering 
Below are the steps for email recipients Secure eMail to follow in 
order to register a password. First-time recipients will only need 
to register once in order to view the message and any future 
messages. 
1. You receive an eMail in your regular eMail inbox that notifies 

you that you have a message in the secure message 
system. 

2. Click the hyperlink in your eMail message 
3. Type a password that is at least six characters long of any 

combination of letters and/or numbers 
4. Re-enter your password. 
5. Type a Password reminder phrase 
6. Click Submit Password. 
7. The message page is displayed. 
 
Login 
1. Type your Email Address and Password. 
2. Click “Remember Me” to save login address 
3. Click Log In. 
 
Replying to Secure eMail Messages 
1. Open your Secure eMail inbox by clicking Inbox. 
2. Select a message to reply to by clicking the subject. 
3. Click Reply to reply to the sender. 
4. Type your response or cut and paste text from another 

application. 
5. Options: You may set a message priority and attach files. 
6. Click Send when your reply is completed. 
 
Composing a New Message 
To compose a new message to any of our staff: 
1. Login to Secure eMail. 
2. Click the Compose tab. Compose you message. 
3. You may also set message priority and attach files. 
4. Click Send. 

 
Adding Contacts to Your Address Book 
Method 1: 
1. Click the Address tab. 
2. Click the Add a Contact button. 
3. Type the Contact information 
4. Click Save to save the Contact information. 
Method 2: 
1. When you receive a message and open it, click the email 

address of the person you want to add to your Address 
2. Book. The Add a Contact page is displayed. 
3. Type the remainder of the Contact information 
4. Click Save to save the Contact information. 
 
Saving Messages as Drafts 
1. On the Compose or Reply page, click the Save Draft 

button. 
2. When you want to complete the message, click the Drafts 

tab. A list of your unsent draft messages is displayed. 
3. Select a message by clicking its Subject. 
4. When the message is ready to send, click the Send button. 
 

FAQs 
 
How do I request a Password Reminder? 
1. On the Log In page, click Forgot your password? Send a 

password reminder. 
2. Type your email address in the box provided. 
3. Click Enter. An email with the reminder will be sent to your 

regular email Inbox. 
 
I forgot my password. How do I get a new password? 
1. On the Log In page, click the link Forgot your password? 
2. Change your password. The Change Password form is 

displayed. 
3. Type your email address and new password. 
4. Note: Your password must be at least six characters long in 

any combination f alpha and/or numeric characters 
a. Re-enter New Password 
b. New Password Reminder 

5. Click Submit Password. You will receive a confirmation 
email to activate the new password. 

 
What should I do if I receive an error message when I try 
to log in? 
Make sure that you've entered your Log In information correctly. If 
you still receive the error message, use the Password reminder on 
the Log In page: Forgot your password? Send a password 
reminder. Then type your email address and click Enter. The 
system will email you the phrase you entered when you selected 
your password. 
 
Can system administrators view my secure messages? 
No. Servers receive the mail securely over SSL and store the 
messages using 168-bit triple DES encryption. Intended recipients 
must use their passwords to open email messages. 
 
How do I get an expired message back? 
If the message has expired, there is no way to access it. Due to 
the security features of Secure eMail, the sender of the message 

must re-send it. 
 
What browser privacy or cookies settings are required to 
work with Secure eMail? 
Secure eMail portal requires that cookies are enabled in your 
browser privacy settings. Go to 
http://www.zixhelp.com/webhelp/portalhelp.htm to access our 
technical online help webpage and refer to the Frequently Asked 
Questions section for individual browser and cookie settings. 
 
How does the policy work to determine which emails get 
encrypted? 
Secure eMail provides HIPAA content recognition to facilitate 
HIPAA-compliance with PHI. It does so by searching for two 
categories one being personal identifiable information (patient ID 
number, subscriber id number, social security number, etc.) and 
medical terms, medical conditions, etc. When a match is found in 
both categories, the message will be encrypted. Secure eMail 
accomplishes this be a rigorously developed set of lexicons, rules, 
and policies with ZixVPM’s powerful content scanning capabilities 
(with a combo of Zix protocols), Block or Pass through. 
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