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What is secure email?

* A secure way of sending sensitive information from the Council to customers

» Secure emails are encrypted, converted to a PDF format and attached to a
system generated email sent to your email address

* You use the same password to open all secure emails sent by the Council

Receiving a secure email for the first time

* You will receive a system generated notification email prompting you to create
a secure password
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Our secure email process

As part of our Information Security Policy at Glasgow City Council, we have enhanced the process for emasing sensisve information
using encryplion software

Itis important that we prosect our customers’ and senvice user's iInformation and this will help us do this - it requires a few simple steps
Registering
You have been sent a secure email from “Robinson, Ne# (Social Work)” ( @alasaow aov uk) using our secure emal system

AS s 15 the Tiest Bme you are using IHis System, you will Need 10 regISIer & SECUTe PASEWOrd BATONe YOu CAN recenve and read your

message
© To setup your secure password click here

You will a50 e asked 10 et ANEWers 10 1ee Securily quessons

* Create a password and answer security challenge questions

Opening a secure email

* Once you have a secure password, you will receive a system generated
covering email with the secure email content attached as a PDF file
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Your secure emall from Glasgow City Council has arrived

Your secure emall message om “Hobinson, Nell (Socal Work)™ ( ROIASG0N.GOY.UK) 15 Svallable 10 view
How 10 view your message

« The message content is in & PDF file attached 5o this emai

« You should use Adobe Reader (version 7 or higher) %o view he PDF file (you may need to save the POF file 10 your network before you
are abie to open he POF in Adobe Reader)

+ You will need 10 0n1ee your $0cure email password hat you rmgistered 1o open he POF

« I you do not currently have Adobe Reader you can downioad It for free from

Forgot your secure password?

« It you forget your secure password that you registered ~ you may need 10 either recover it of reset it Click click here 1o for hese oplions.

Suppoet
« Refer 10 our Secure Emall User Guidance and FAQ at www Qlasaow 90y ukSecureemall for more mfommaton on how 1o receive secure

» Save the PDF file to a secure filing location and open with Adobe Reader
using your secure password
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Your secure mail from Glasgow City Council ACCI:SS
is now ready to view on the next page. </ — -

To view any attachments that are included with your email, please

ensure that you are using a recent version of Adobe Reader. CITYBUILDING
(Glasgow) LLP

Adobe Reader (Windows):
Click the Attachment tab on the sidebar Lu_

J/

* This PDF file contains the content of the secure email and any files attached
(scroll down through header information to message)
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Replying to a secure email

* Open the relevant secure email PDF with your secure password

* Click on the Reply or Reply All button embedded in the PDF to open the
secure Reply window
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» Attach any files to your secure Reply using the ‘Attachment’ button

Help & Support

e Refer to Secure Email Customer Guidance and Frequently Asked
Questions published online at www.glasgow.gov.uk/secureemail
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