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Impact / Changes on you:

 To receive encrypted email, the 3rd party must *
 Click the link in the “TEA Secured E-mail” message

o See next page for an example
 Establish a password

* If you already have established an account with “TEA Secured E-mail”, go to page 13 -14 (the last two 
pages of this document) for retrieving a forgotten password.  
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You receive a “TEA Secured E-mail”
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Click the link to retrieve e-mail



Encrypted Email Awareness Training      Information Security

The link will take you to TEA encryption mail service
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User creates a password and 
enters it twice
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Once the user enters 
his/her password, they 
click “CONTINUE”
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You will need to determine how best to receive 
messages (PGP Web Messenger is the default).  Select 
your choice and click “CHOOSE OPTION” button.
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Example mailbox used to communicate ONLY with TEA
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NOTE: No “FORWARD”
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If you need to send HSEP spreadsheet, 
attach the file.
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For all future emails, you will be brought to this screen when 
clicking on the e-mail link
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An included attachment (up to 24MB) will appear like this. 
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Forgotten Password 

If you forget your Password…
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Enter the e-mail address you set up 
the account with, and the password is 
sent 
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