Zix Secure Email System Instructions

What do | do to send secure email to an outside email address:

e Type the word “Secure” as the first word of the subject line of your message:

Ex. Subject: Secure — <<Insert Your Subject Here>>

How the recipient will receive the message:

If the recipient is on an email system that does not use Zix:
(Examples: A client’s personal Hotmail account, or a company account at a company that does not use
Zix.)

1. The recipient will receive a message from Zix that will inform them that you sent them a secure
email, and they will need to set up a Zix account for them to retrieve it.

2. Inthat message, there will be a link to the Zix site, where they set up their account.

3. Once they have set up their account, they can read the message on the Zix site and reply to you
directly from the Zix site to keep their responses secure.

4. Messages will be kept in their “Inbox” at Zix’s site for 14 days (“Sent Mail” will also be kept for 14
days).

If you would like to see an example of the steps they will have to go through to set up their account,
please look at the following link:
http://userawareness.zixcorp.com/sites/index.php?b=6d4e5a4789c6f20ed7a401a6a110dc32&type=0&

p=3

If your email recipient’s agency also uses the Zix Secure Email System:
(Examples: Many State agencies and several other Minnesota counties)

1. The recipient will receive the message normally in their main email mailbox. Our Zix system will talk

directly to theirs in a secure fashion, so there is no need for them to set up a separate Zix mailbox to
view and send messages.

Outside Recipient Initiating a Secure Email

If an Individual outside of the county that has not previously received secure email from the county and
wishes to communicate with the county via secure email, can go to the following website:
https://web1.zixmail.net/s/messagecenter?b=co.washington.mn and set up an account.

If the individual has previously received secure email from the county and has an account set up they
would go to the site listed above and use their existing account credentials.
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Welcome to the Washington County, MN Secure Email Message Center
Online Tutorial

For first time users, click here to create your account.

Password: Eorgot your password?

Change your password
Use online help

Want to receive your secure messages directly in your inbox? Learn more about ZixMail-

For Customer Support, email us at helpdeski@co washington.mn.us.

Use of this system is limited to business purposes. Misuse or violation will be handled in accordance with appropriate
security policies.

Washington County, N

Secured by ZIXCOr 8]

Done & Internet “h v B0

All emails sent from this portal must be addressed to an email address ending with

@co.washington.mn.us. If an email is sent to an email with a different email address domain the

following error message will be received:

Message from webpage

L] E This messaging service is only For sending messages to Washington County, MM Secure Email recipients.
L]

Other Details:

Please note that there is still a 10 MB size limit on email messages in our system. If the email is larger than 10

MB, please contact the Help Desk for other options.

Questions:
If you have questions about Zix secure mail, please contact the DolT Help Desk at extension 6411.



