Accessing and Responding to Secure Emails

Overview

This guide outlines how to receive documents that contain Pll (Personal Identifiable Information) and
PHI (Protected Health Information) from Tandem HR securely. If you have questions outside of this
guide, please contact Your Solution Center at:

P: (630) 468-9298
E: yoursolutioncenter@tandemhr.com

Accessing
When a secure email is received it will appear as the picture below. To open, click on “Open Message”.

New ZixCorp secure email message from Tandem HR

To view the secure message, click Open Message.

The secure message expires on Sep 18, 2020 @ 02:15 PM (GMT).

Do not reply to this notification message; this message was auto-generated by the sender's security system. To reply to the
sender, click Open Message.

If clicking Open Message does not work, copy and paste the link below into your Internet browser address bar.
https://web1.zixmail.net/s/e?
b=tandemmgmt&m=ABDL aJyeb4l ZVdYCkkGoRtVp&c=ABAZFUKLTUzQCayareWAe6p2&em=lauer%2ekristin%40yahoo%2ecom

Want to send and receive your secure messages transparently?
Click here to learn more.

Login to the portal with your email address and password. Then hit “Sign In”. Please refer to the green
outline below. *Note, if this is your first time using secure email, you will need to register an account,
which will allow you to create a password (the username will always be your email address). Please refer
to the red outline below.

TANDEM HR

Welcome to the Tandem HR Message Center

Email Address:

[ M

Remember Me

Sign In With:

G Google 2% Microsoft

Forgot your password? New to secure email? Need more assistance?

Once you have logged in, select the subject line of the email and scroll down to view its contents. Please
refer to green below.


mailto:yoursolutioncenter@tandemhr.com

Inbox

Inbox H Contacts H Compose H Sent Mail H Drafts | (2]

w Delete lauer kristin@yahoo.com

You have one new message.

Select

From ’ Subject | Date

0 klauer@tandemhr.com | FW: Request for FMLA Tandem HR SECURE | & Sep 4,2020 9:15 AM
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Responding to a Secure Email

After you have logged into the secure email, please select “Compose” from the tabs. See here in green:

FW: Request for FMLA Tandem HR SECURE L

pose H Sent Mail H Drafts | @

More Actions - lauer.kristin@yahoo.com [EEUEe]

Last Sign In: Sep 10, 2020 8:05 AM

Received: Sep 4, 2020 9:15 AM
Expires: Sep 18, 2020 9:15 AM

From: klauer@tandemhr.com

To: lauer kristin@yahoo.com

Ce:

Subject: FW: Request for FMLA Tandem HR SECURE

On the next screen, enter a single recipient, subject, and email contents. See here in green:

Inbox H Contacts H Compose H Sent Mail H Drafts ’
Last Sign In
To: | Example@yonasolutions.com |
Cc: | |
- . 1
|S”ble°t- |Example |

Attachments: 1~~~
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Type your message here|

Once your message has been drafted, select “Send” to complete your response.

Responding with an Attached File

After you have logged into and composed your message, please select “Attach File”. See below in green.




Inbox ’ Contacts H Compose H Sent Mail H Drafts ’
Last Sign |
To: |Example@yonasolutions.com |
Cc: | |
Subject: Example
Attachments: & T
B I U||== 2= ; = = =E Font - sSize - A- -
Type your message here
Then locate the file you wish to attach and double click on it. Once this has been completed, your
document will appear in the “Attachments” section. See below in green:
Inbox ’ Contacts H Compose ‘ Sent Mail H Drafts ’
Last Sign I
To: |Example@yonasolutions.com |
Cc: | |
Subject: Example |
Attachments: |/~ 1
Background Consent.pd |
56.1kB
Remove File i
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Type your message here

Once your message has been drafted with the attachment, select “Send” to complete your response.



