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Sending a Secure Email to Howell

When sending an email to Howell which may contain PHI, you must encrypt the email using Howell's
secure mail exchange.

To send your secure email message from Howell's Secure Mail Exchange:

1. Go to Howell's website found at www.howellusa.com .

2. On Howell's homepage, in upper right hand corner, click on the lock symbol or the words
“secure email” for login to Howell's Secure Mail Exchange.

call toll-free 888.831.9966

To log on, click lock or “secure email”
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3. You are welcomed to Howell's Secure Email Message Center.

3a. If you already have a Zixcorp login and password, simply enter it and click “Sign In.”
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Welcome to the Howell Secure Email Message Center
For first time users, click here to create your account.

Email Address: | |

Password: |

Sign In

| Forgot vour password?

Page 1

570.831.9900 or 888.831.9966



A ‘homn SECURE MAIL EXCHANGE

3b. If you are afirst time user, you will need create your account; therefore click “click
here”.
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Welcome to the Howell Secure Emaijl lessage Center
For first time users, click Nere 0 Cogg Click “click here” if you are first time

Email Address: |

To create an account on the Registration Page:

v
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required fields.

Register below for your mailbox to send and receive secure messages.

Emall Address: ™
| Enter vour email address assword Rules
Passwords must be at least eight characters
and rmust meet the following conditions
» Contain both alphabetic and numeric

Password: "
Create a password (refer to rules)

: ] characters
Re-enter Passworg « Contain both uppercase and
Re-enter vour created password lowercase characters
Password Reminder =T - " Indicates reguired field

( Click “Submit Password”

You will receive a confirmation page instructing you to go to your regular email Inbox to find an
email message with “Secure Email Notification” in the subject line. Here you will find instructions
on how to activate your password.
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Account Change Confirmation

A confirmation amall has been sent io your emall address for this Howeil Securs Emadl
ralbax. After you retede the confirmation emal, please Tollow the ingtruclions to
aciivaie the changes.

Lored wnd Receier Tocurn Csd

5. Follow instructions to activate your password and click appropriate link.
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6. Log into Howell's Secure Email Message Center.

Welcome to the Howell Secure Email Message Center
For first time users. click here to create your account.

Email Address: | |

Password: |

Sign In

7. Inside the Message Center, click the “Compose” tab to create an email.

| Forgot vour password?

To attach a file (s), click “Attach File” and then for each file click “Add File”. After all files have
been added, click “Attach”.
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Inbox Compose Sent Mail Drafts Help Sign Out

Attach File

Select 'Browse' to select each file you would like to send_gBlect 'Add File' to add file to list. Select 'Attach’
when finished.

You may attach as many as 10 files up to a total of 14

To attach a PHI file: Browse for file

"“ram Elics: & | and Click “Add File” button. You
SRR can attach up to 10 files for a
maximum total of 15 MB.
Attachments:
test file xls

test file 2 xls

Remove File
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Sent Mail Sign Out

Signed in as dabdalla@howellusa.com

[Send] [ Save Draft l [ Update Attachments l

To: | Linda Antosh Use dropdown to select Howell
Subject: |test census file recipient.

Attachments: |test file xls

Linda, attached is the census file. o
Add message here, if necessary.

Then, click “Send” to send your email. (You can save a draft of your email by clicking “Save
Draft”.)
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